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WEST VIRGINIA INSTITUTE OF TECHNOLOGY

Montgomery, West Virginia

FACULTY HANDBOOK

1975

Office of the President

ci

1

This Handb4ok provides all members of the faculty and administrfrtion

with .innation hich relates to the internal policies andpractics as,

well aso maters of faculty interest at West Virginia Institut of

Technolo T( Constitution, appro iate regulations of e

West Virginia Board o Regents and other acad= .c information are cluded.

The Handbook is working document which i. periodically rev sed.

Suggestions, EETUding errors and omissions, are welcomed by the

appropriate Faculty Committee and the President.
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T. .ACADEMIC FREEDOM

West Virginia Institute of Technology endorses and adheres to the
basic canons of academic freedom recognized throughout higher education.

A. Scholarly re each and investigation on the part of faculty
members is encouraged by thP College. There are no restraints upon such

tl,ev do not interfere unlu]y with the performance

B. West V'irginia'Tnstitutc of Te,_tinology does not impose any limita-
tions upon-the teacher' .r:recdom in_the.egirsition nfhis own subject in
the,classnoom, add-_,,e.:;ses and odblications outside of the college,
except as g,,c r r the --In/ ,)f- adapting ilitruction to the needs

(Jc s may ye

fl, t-!iir-r has the'pr:yilege of dIscussi,ig in his clasbroom.con-
trOversial topies cuideyf his own field of study. ClassroaM time
should be peer..C1 solely for the subject _matter of the course;

it should nevcr become a :,o .ding board for the 'personal opinions of the
instructor nn same r-.ther InTie. ,

Try= coil9Re reeogilizes .that. any teacher in speaking_ and writing

ide of .the' t t.ituinn ups su hbjects beyond th2 scope of is, own field

entitled to th,' same frpl,dnr, but is also subj9ct :t.v.the same responsi-
bility, that. at.,a,Thes to ail -)the)-- citHeLls. If these egpressions should
be such as to raise rave douhts coneepning the ins-tnictorlS,fitness for
his :position, thel question will. he a-mattu.r for It is

clearly ur.1ers17cy-,d that the enTlege aAssmes no responsibility for the
a-4-priy lber "f f its staff; faculty_ should make it ,

clear'tfiaL qiev e-x-Trenin only their personal opinions.
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. Board of Regents .

The West Virginia Board off. RegentS has jurisdiction over all state

supported institutions of higher education in West,Virginia. Established'

on July,l, 1969, the Board is composed of nine members appointed for sixi

year terms by the Governor of the State of West Virginia, plus the State'.

Superintendent of Schools, ex-officio and non - voting, as well as a student

from one of the State Colleges or universities, also nonvoting. .The

legislative act creating. the Board of Regents assigns to -the Board re-

sponsibility'for the general determination, control, supervision, and

management of the financial.business, and educational policies and a.f.

fairs of all State colleges and universities. The Chancellor of the'

Board of Regents and his professional staff assist the Board in the per-

formance of its duties and responsibilities.

C: West Virginia. Tech Advisory Board

As authorized by the Stateleeslature, the President each public

.college and university is assisted in the performance of its esponsibili-

ties by a lay advisory board. tlembers of this Board are ap nted by the

Board of Regents with recommendaaon from the President. The Tech Advisory

Board meets several times.a year, with a representative.of the Faculty

Assembly and the President df tIle Student Bodymeeting with the Board.

ThetExecutive Committee

The ExecuOve Committee sits at the pleasure of the President to

advise him on matters which he brings before the Committee. The Execu-

tive Committee consists of the Chairman of the Faculty Assembly, the

P=sident the Student Body, and the following officers.

1: The President

The President serves as the chief executive of the institution and

as Such in. the local administrator who is ultimately-responsible for all

matters relating to the institutire: In this capacity he repOrts and

recounends directly to ,,the Board. of Regents from which body he haseen

delegated his authoritY: Regardinp personnel matters, the Board has

"...ORDERED that the president of each West Virginia state-owned college

and university be, and he is hereby, vested with and given full power and

authority consistent with personnel policies of the Board of Regents to

hire, discharge, promote, or demote or in any matter rearrange the status

of all employees now or hereafter ected with his institution and fix

from time to time the salaries d ways of the same, excepting only the

president."

Harmonious and efficient administ ive policy can be maintained

only when the President, as the one bearing ultimate responsibility, is

fully and promptly informed on all matters pertaining to the college. A

written report is preferable t an oral.one and .has the virtue of perma-

nence, thus fortifying any subsequent action. All recommendations from



administrators committees, etc., should be presented in. writing.' Major

recommendati&sMust'be written carefully so that proper study may be

given them.

2. Assittant to the Pre,sident

The Assistant to the .President is charged with executing whatever

duties may be deldgated-by the President of the institution. While the-

responsibilities may change from time to time, those sently assigned

to this office are as follows:

(a) Fund Development: To develop and implement an on-going.

program of giving to.the colleg -from all private

sources.-

(b) Director of Alumni Affairs: .To assist the Alumni ASSOC--

lotion in its undertallpgs'V maintain the records

of the.alumni.-

(c) Bxecutive Director of'the Tech Foundation, Incorporated:

To oversee the day'to day operations of the Foundation

which was created in 1964 for the ben4it of the college:e

(d) Secretary to the .Executive Committee.

(e) Director oi the Affirmative Action Program,
3. Dean of Students

1The Dean of Stude;ts is the chief adminit'Erator for the Office of

Student Affairs. The Office. of Student Affairs is responsible for the;

quality of student life on campus. Through its services and programs,

the campus atmosphere' is enhanced d the-learning environment is extended

and improved. The Office of Studen Affairs is composed of the following

offices and services: Dean of Studen sHousing, Student Activities and

Organizations, Financial Aid, Career Planning and Placement, Counseling

and Orientation, Security, and Operation of the Tech Center. ,These officek

function cooperatively to serve students by providing ecru tional opportu-'

nity, by helping students succeed personally and academicall, and by

developing supportive educational and social programs through ut the

i . )1

4. Business Manager

The Business Manager is the chief fiscal officer of the institu-

tion. His responsibilities include the. collection, disbursement and

accounting for all funds. The Business Manager is further responsible for

the institution's physical plant operations which include Maintenance

operation,. custodial care, and inventory control. All institutional purer

chasing is handled through the Business Office, including telephone and

mail service. Faculty housing is also administered through this office.

1 0



5. Director of Admissionkand Registrar'

The Director of Admissions and egistrar is responsible for the.

coordination and supervision of, all-a.Ve,3s of admissions, registration,

and record keeping.
]ncluded.in these duties are Coordination of

institutional programs forstudentrecruitmentvsupervision
of testing

programs,.preparation
of clase schedules,

maintenance of enuolldent

statistics, grades and graduatioh, and conducting nstitutional

research
appropriate to the office.

6. Director of the Library
A , !

The. Director of the Library acts as the administrative and

supervisory:officer of ;the West
Virginia Tech Library. .Hels resp8n-

Sible for all'.iibrary
facilities at the institution and

establishes '^

the voceduri
for:their use by students, faculty members,. and others.

He ifassist-ed by a staff of three professionals 'and other employees

.in the
operation Of a referenceidepartment, a circulation department.

which handles the general reader service, and periodical department

which includes a.microfilm
seUce, and a techniCal servicesdepart-

ment which handles the
processing of books and periodidals.

7. Director of Athletics

The Director of Athletics' has charge
of Athletic Depart in

busingss matters and is responsible
for all details- of the inter-

collegiate athletic program:
It is- his

responsibility to promote

the develbp7t of an athletic program.corisistent
with the general

purposes of- e institution. In additiOn to intercollegiate athletics,

he, is responsible for the followirig areas: academic
development of the

Physical Education Division; development of the intramural program;

and use of the recreational
facilities,of the, Physical Education

Building.

8. Director of Public Information

The Publlb Information
Office.at West

Virginia Tech serves'

as the informational news outlet for all activities
of the school.

In addition to originating general
and sports news

stories for

general release to media, it also answers
inquiries fran the media

and fo4ows up on any special media request. The Public Information

Director assists
faculty, students, and administration in obtaining

publicity for special events; the. design,
copywriting, and publi-

cation of brochures; and assists with arrangements for special

campus eVents.

/ The PIO Office also publishes a student-fpculty
information

sheet, the "Tech Bulletin,"
two times weekly during the academic year.

11
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The office combines scheduled activities into a monthly calendar.

Each year the PIO Office coMpiles, edits, and publishes the college

catalog. To accomplish these duties, the office maintains files on

all students, fapulty, and administration arid a: complete photographic

file of yearly events. The office also maintains a scrapbook of all

print media publicity for the college..

/
/

12
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E. Administrative Organization

2.. The Three Schools

The academic structure of West Virginia Tech consists of three

schools,.each headed by a Dean: the C =unity and Technical dollege, the

School of Engineering and. Physical Scie ces, and the School of Iluman

Studies.

Each_Deeii-, assisted by a faculty Gduncil, is charged with the-_

respon ibility for the development of his schoOl. Accordingly, the Dean .

is r ponsible for the realuitment, evaLlation and retention of acuity,

for the academic advising of studentss for curriculum development, course

offerings, and classroom instruction in his school, for the develo ment

of library materials and laboratory equipment, and for the administrative

and financial management of'his school. In summary, considerable academic ,

autonomy is accorded each School; each Dean is accorded commensurate .

authority and responsibility.

In actual practice, this-sresponsibility and authority is shared

by the Dea with his faculty, and chairmen.

F. Thel Cha Functions and Respensibilities

Appointment. 'The selection and evaluation of the Chairman is-the-

responsibility of the, Dean, who may,.at his discretion, invite 0- .ers

of the faculty to consult with him in making'his decision.

In appointinga ChairMan, consideration is given to the candidate's

academic degrees, professional experience, recognition in his profession

through effective teaching, publication, and professional activit,ies, and,

-Trost importantly, his ability to provide inspiring leadership and to

develop and promote the goals'and policies of t

Knowing the importance otharmony,anqi -gpodi.ersonal relations within

his department the Chairman 1,4-. 1 volve other membets in

making decisions and formulating policies who ver it is feasible to "do so.

He 41-1-.1recognizalthough every decisio "'cannot be made by popular
vote, there generally mut_2,e,_consideralple con nsusconcernIng goals, ''

policies, and procedures.

- The effective Chairman will, therefore, seek the suggestions Rand

endeavor td maintain the support of other members in the department or

division,.but both he and they must realize that in the discharge of

duties and responsibilities for which the Chairman alone-is eld account7

able he must have the final authority. J

Administrative Responsibilities, The Chairman Must play an impor-

tant role in interpreting administrative policies and decisions to his

faculty, and, at the same time, keep his nean and, through him, the

President informed of departmental or divisional needs, of trends in

D

14



his,own field which might be of importance to Tech, offindividual accomplish-

ments,and recognitions, and of progress and special problems which arise,

In fulfilling this responsibility, it is expected that the Chairman,,will have

a close. working relationship with the Dean.
0 4

In the functioning of any
institution, there must be a considerable amount

of teamwork.
,Cooperation,an&understanding of common goals and,purposes,

however,'requires that, the entire faculty must be informed of general poli-

cies and decisions and `of the teasOns for them.

The Chairman must play an important role in informing his faculty Of admin-

istrative policies and decisions, and in interpreting them to this fatuity.

The Chairman will,have an important voice in the making of the policies and

decisions, and it is expected that he will endeavor to implement, policies

and decisions in ,a loyal and effective manner.

Finandes. The Chairman has the responsibility of making his budgetary

needs known to. his Dean. It is essential that-he know intimately the needs

of his faculty in:all budget categories and to justify his reqUests in

terms of- recognized educational
objectives.' He should also accept the fact

-thatthe,needS.of hig,facuity must be balanced against other needs in the

institution.

Once funds have been alibcated, the Chairman is responsible for their

wise'utilizatibn and for keeping accurate records,. of their expenditure.. I-14

is albarespontible for seeing that they are expended during the fiscal

quarters which they are allocated.

Teak The Chairman, in-addition lo his administrative responsi-

-biiities, Aus als0 set -an example of g.4d teaching for his faculty.

,Effective .and spiring. teadhing is co
siderethessential to the work of

the Chairman anm is a mayor factor is selection and retention. The

Chairman must give,hi: 0 to excellence in teaching in his own

.duties and in his expectations of his colleagues.'

Library and,Laboratory Facilities. Critical to all academic areas of

the'College are library holdings. The Chairman must assume major responsi-

bility for building the collection of books relating to his field and for

advising th9-14,Varian with respect-to subscriptidh of pertinent periodi-

cals and acquistion of periodical films.- At the same time, he should be

aware of other educational. media and render competent advice with regard to

their place in the library.

In discharging this responsibility, the Chairman needs to seek the

advice and assistance of.,kris colleagues who may
have special areas of cm-,

petence and knowledge. The Chairnan should make. clear to faculty that

library development is as much a part of t r responsibility as any

other academic function.'

1 5

N



10

In some areas, the,develOpment of proper laboratory facilit s is as
essential as the growth of the library. The Chairman must be are of
laboratory needs, of equipment which will best mee those needs, and of
ways in which related areas might share in equipm t.. The eq ipping and
maintenance of adequate laboratory facilities t be negl- ted:

Programs and Courses. The Chairman should onstantly ev- uate the
.curriculumns and courses within his division r department. e should look
at the curriculums and courses in terms of eir purposes and e extent
to which they are fulfilling those purpose . Changes in conten or
orientation should be made when alterati s are warranted.

The Chairman must be aware of, s
tions in order that he might have s
offerings. He should also be aware
disciplinary curriculums where they

imi ar curriculums inrother institu-
ome basis for evaluation of Tech's
of opportunities to provide inter-
might be desirable.

The CAirman is expected to be alert to the implications of curriculum
revisions to teaching procedures and techniques, as well as to modifications
of learning resources and equipment.

A related function of the Chairm an is the publicizing of educational
programs and Opportunities. He shouId be keenly aware of the necessity
of attracting students to these programs and should work With other college
personnel in recruiting students.

These responsibilities for programs and courses are not the Chairmen's
alone. Participation of all faculty members in curriculum development and
evaluation is essential.

Faculty Recruitment and Development. Ihe strength of the institution
Tests in large measure upon judiCiousPecruitment of faculty, as well as
uon wise decisions in the matters of promotion and tenure. The Chairman
Will Work with his Dean in making his personnel needs known, in advertising
available positrons, and.in recommending persons who,,in his judgment, are
best qualified for available positions.

10

The responsibilities of 'the'Chairman do not end with recruiting, recom-
mending promotions and tenure, and deciding for separation of faculty mem-
',bets from college service. Equally important is his responsibility for
bringing out the full-potential of each faculty member.

In fulfilling this function,. the Chairman must recognize the academic
possibilities of each faculty member and try to assign him, work which will
most fully utilize his talents and capabilities. He must be aware of
personal qualities, both positive and negative, and consider them in making
teaching and advising assignments.

The Chairman should seek opportunities for his faculty to grow and
develop, encourage participation in professional activities and attendance
at profes ional meetings, complemenesand encourage genuine accomplishments
by the fa lty, and provide an atmosphere which will stimulate each colleague
to take pri e in his work and 'seek to improve himself As a contributing
member ofrth college community.

16



Evaluation of Faculty Membe One of the most impo t functions of

the Chairman lies in his evaluation o acuity. /Good judo ent,with"regard

to academic competence, personal attribu andiperfo ce can go far :,

toward/ensuring a strong institution; poor udgiient almos certainly will

destroy much of Tech's effectiveness.

Evaluations must take into account evidences of px fessional growth

.and the degree to which professional study and activity have been translated

into more effective teaching and imprOved scholarship._ When evaluations are

made on this basis, it is essential that the/Chairman et the pace in pro-

fessional growth and gooerteaching for his faculty.

In making faculty eve tions, the Chairman wil use whatever instru-

ments have been adopted by the dminiStration and fa ulty of the co lege.

HoWever, his eValuations must of ecessity be of an n-geping nature, and he

must constantly be aware of the qualty of teaching and profession ctiv-L

ity;within his department. Moreover, he must discu s these matters wl h

faculty members and with his Dean. EvalU Lions ma

ferences only at that time may notbe.suf tq keep communication

lines open.

Evaluations of faculty must be made in 4 str' tiy professional manner,

in accordance wit criteria well known t the fac lty. They must also be

made without per oral tavor or rancor without caprice. Moreover,

evaluations mu be made upon recognize professj. nal basis and must not

be concerne with purely personal chard teristict which May be desirable

merely to he Chairman; They must be d scudSed with the faculty members,

and facul members must have an opportunity to concur or to disagree with

evaluation de of them.

once a year with' con-

Satisfactory evaluation instruments, adherence to professional atti-

tudet in the evaluation proTdures, and mutual respect and goodwill can do.

much to promote hartony and rapportbetween the Chairman and-members of

his faculty.

Faculty Personnel Decisions. The_Cheirman plays an importantjcle

in decision-making regarding; promotiOns, tenure, and dismissals of faculty.

In these matters he shares responsibility with his Dean and the President.

The Chairman should be thoroughly familiar with policies regarding

promotions', tenure, dismissal that have been formulated by the West,

Virginia Board of Regents and West Virginia Institute of Technology.I'

Promotions and tenure are not granted automatically, but are the re-
sult of action by the We.;e1Virginia Board of Regents taken upon recommenda-

tion by the,President of the College. They are usually based upon meri-

torious service and value to the institution and stem from a careful

:review.- -For this reason, the Chairman must evaluate his facultycarefully

and keep his Dean informed of his views of each member's service and

progress. He must also be certain that each faculty member'is kept aware

of his strengths and weaknesses and that continuous efforts are- made to

help him develop to his full potential.

17
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The Chairman shOuld set an example for his faculty in excellence in

teaching, rapport with students, upholding academic standards, concern"for

the welfare and interests of his colleagues, attention to routine matters

such as reports and assignments, and willingness to dedicate himself to the

interests of West Virginia Tech and its students.

Academic Freedom. One of the most important funCtions of the Chairman

is to provide an atmosphere in which members of his faculty can function in

the best interests of their students, their professiOn, and the college.
For this reason,.the Chairman must be committed to the canons of academic
freedom.

e efforts of the Chairman to provide a climate in which free inquiry

and dependent thinking might take place must not be Construed as giving

linens to an instructor to promote personal interests in'the classroom or

to devo class time to extraneous subjects. Rather, it entails mutual

respect +n the part of the Chairman and his faculty and oliiigates both to

balance t eir freedom with the highest qualities of professionalism and

integrity

Acad 'c Advisin and COunselin of Students. One of the most importaa

respons 1 .ties o the Chairman, and one which cannot be divorced from in-

structional sponsibilities, is in counseling and advising students. Each

student should have the assistance of competent and concerned advistrs

throughOut his college years, and it is essential that the Chairman recog,

nize and implement this responsibility.
.

b

Some of the work of counseling and advising students will naturally

fa it upon the Chairman, himself, but he cannot do all of it.s It is incum-

'ben updh hith to designate other faculty who'can assist in this function

and who can and will provide competent advice to students. The Chairman

mt.ahas the responsibility of g certain that academic advisers accept the

seriousness of the counseling unction, and that they make themselves'avail-

able to students for adequate periodsof time and at hours reasonably

conVenient to the students.

Academic advising should not confine itself to working out schedules,

adjusting conflictt, and taking care of routine matters. The Chairman

should also offer suggestions and advice as to careers open to graduates

in his'area, possibilities for graduate study in the field, and other

matters of a professional or practical nature.

The academic adviser should also recognize that academic matters do

not exist in a vacuum. He should be aware of other sources of counseling

available to students and to special services for students with academic

or personal problems. He should work clostly with these groups, as well

as with theOffice of Student Affairs, to, provide the best possible

advice to his students.

18
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Collegiate. Responsibilities. The functions of/dfmtimOrtbS and
divisions are often interrelated with needs and offeridgp in other

departments and divisions. For this'reason, the Chairman must be

keenly aware not only of the programs in his own arpaso'but he must

analso have a knowledge and sensitivity far "the needs and, programs

elsewhere in the institution. fir

The effective Chairman, furthermore, will understand that a

college is more than a collection of departments.. In)its mission to

enrich the cultural life of a community and of its more remote environs,

the college must undertake many functions. The ChairMan will, therefore,

seek to make a contribution to the total life of the college community

and to encourage members of his faculty to give freely of talents and

resources which can enrich and stimulate a broad spectrum of community

interests and activities.

19

3.3



.14

G. Faculty Assembly of West Virginia

Institute of Technology

All full-time faculty members and certain administrative officers are

members of the Faculty Assembly of. West Virginia Tech. The Faculty Assembly

is currently operating under the Constitution presented here.

Qbnstitution of the Faculty Assembly of

West Virginia Institute of Technology

ARTICLE I: NAME OF THE ORGANIZATION

ARTICLE II:

This organization shall beknown as the Faculty As embly

of West. Virginia Institite of Technology.

PURPOSE OF THE FACULTY ASSEMBLY

The Faculty Assembly shall be the basic legisl lye body

of West Virginia Institute of Technology; deal. g with all

matters that come within the province of Faculty

except those delegated by the Board of Regents to the

President or by legal action .to the Board.

ARTICLE III: FA LTY ASSEMBLY RESPONSIBILITIES

Section 1: The responsibilities
Of the Faculty

Ass mbly shall be:

1. To deterMine matters of policy with respect to

educational prograffiS,
in areas such as:-

(a) Continuous study of college
curricUlar needs with

recommendations to the appropriate officer or committee

for modification, addition, or
abandonment of programs

of study.

(b) Changes in school organitations as needed.

(6) Definjtion of standards for satisfactory academic

progress (including probation,
suspension,, and class

attendance policies).

(d) Establishment of requirements for graduation from

the college.

(e) Certification of candidates for degrees in course

'and for honorary degrees.

20
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ARTICLE IV:

v44
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To recommend standards for admission to the college.

3. To promote the
welfare and morale of students and

faculty.

4. To promote academic freedom and prOfessional

responsibility.

5. To establish procedures
goveriin(dismissal of a

faculty member and to establish means for reviewing cases

of dismissal.

6. To establish appropriate committees for effective

administration of the functions of the Faculty Assembly,

to define committee duties, and to provide for their

membership and organization.

7. To recommend policy regarding qualifiCations for

faculty employment, rank, tenure, leave., and salary ranges

and increments.

Section 2: Any decision by the Faculty
Assembly or a

duly constituted committee, when passed and recorded in

accordance with the.provisionS of this constitution,

shall be deemed an official action on behalf of West

Virginia Institute of Technology when submitted to and

approved by the President of the College. If any action ,/

by the Faculty ASsembly or a.duly,established
faculty /

committee is overruled by the President, he shall give'

written notice of his decision and objections to the

faculty Assembly and the appropriate committee.

Section 3: Any action by the Faculty Assiibly must

be in h9rmony with the public lav of the State of st

Virginia and-wit.11 the policy
esfablished by the gove

ing board of the' state colleges.

Section 4: the President shall be responsible for

informing the Faculty Assembly of 911 actions by the

governing board which affect the/educational policies

of theiCollege.

12 1:ERSHIP IN THE FACULTY ASSEMBLY

Section 1: Members of the Faculty Assembly shall be

all full-time faculty personnel
(instructors, assistant

professors, associate
professors, and professors) and

members of the Administration as follows: The President,

the Dean of the Faculty, the Director of Admissions and

21
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Registrar, the Comptroller, the Director of tbhe Library,

the Dean of Students, and the Deans of the three Schools.

Section 2: Fart -time teaching faculty, and other

members of the administration not specified in Section 1,

may attend meetings of the Faculty Assembly only as

observers. They will have no vote and may not participate

in discussions unless invited to do so by the presiding

officer of the Faculty Assembly.

Section 3: When the status of any faculty member is

in doubt, the designation as full-time or part-time fa- ,

culty shall be resolved by the Dean of the Faculty.

Section 4: A list of all members shall be prepared

and distributed'at the first meeting of the academic year.

Additions or corrections shall be noted and recorded at

subsequent meetings as changes occur.

ARTICLE V: OFFICERS OF THE FACULTY ASSEMBLY

Section 1: The officers of. the FacultyAsseMbly shall

include a Chairman, Vice-Chairman, and a Secretary-

Treasurer.

Section 2: The election of officers shall be carried

out as follows:

(a) Not later than March 15 of.each year, the Chairman

of the Faculty AsseMbly shall appoint a Nominating Committee

and an Elections Committee.

(b) During the April meeting of the Faculty Assembly,.

the Nominatirit Committeeshall submit the names of two

candidates for each office. At this meeting, the Chairman

of the Faculty Assembly shall call for nominations from

the floor.

, (C) The Elections Committee shall prepare a ballot

listing all nominees. The ballots shall be distributed

by mail to all voting members of the Faculty Assembly not

later than April 20. To be counted, ballots must be

completed and returned to the Elections Committee,by

April 30.

Section 3: To be eligible for nomination and election,

a candidate must have been a voting member of the Faculty

Assembly of the College for at least three academic semes-

ters prior to the elections. Members of the Administration

12
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as defined in Article IV, Section 1, are not eligible

for election to the Executive Committee of the Faculty
Assembly.

Soatieft-bir- Officers of the Faculty Assembly shall .

assume their duties on June 1 and serve through the

following May 31.
`.

Section 5: The Chairman of the Faculty Assembly
shall be limited to two consecutive terms in this office.
Other officers may be limited to three consecutive terms.

Section 6: When a vacancy in the Chairmanship occurs,
the Vice-Chairman shall immediately succeed to that office.
Vacancies in other offices Shall be filled by election at
the next regular meeting; nominations shall be from the
floor.

ARTICLE VI: DUTIES OF THE. OFFICERS

Section 1: The Chairman shall preside at ali meetings

of the Faculty Assembly and its Executive Committee.
Whenever appropriate, he shall represent the Faculty
Assembly at college functions and shall perform such other

duties as are normally the responsibility of a presiding

officer.

Seclion 2: The Vice-Chailii shall serve as assistant
to the Chairman and preside at aiji meetings in the absence

of the Chairmap.
.

.

Section The Secretary-Treasurer shall maintain
minutes of all Faculty Assembly meetings and distribute
them to all m rthers. He shall be responsible for the
official correspondence and the financial records o t

Faculty Assembly.

"ARTICLE VII: kMEETING OF THE FACULTY ASSEMBLY

Section 1: Meetings shall normall
on the first Thursday of each month, unl

is in recess.

be held at 1 p.m.
s the College

Section 2.: Special meetings may be c.. ed by the
presiding officer, or upon request of the Pres.dent or ,

0,44, Dean of the Faculty, or by written petition o one fia
of the voting membership.
400N
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Section 3: At least 24 hours prior to eaph meeting,

the presiding officer shall notify all members in writing

of the time, place, and purposes of the meeting. Items

not listed on the agenda may not be acted,uponlexcept as

permitted under Robert's Rules of Order.

ARTICLE VIII: QUORUM AND PROCEDURES FOR FACULTY ASSEMBLY MEETINGS

jl

-

Section 1: Twenty-five percent of the Membership,

excluding those on leave of absence, shall cOnstitute'a

quorum during the regular academic year. A'quoruM during

the summer session shall be a majority of those who have

accepted their contracts for the following. academic year

before then end of the spring semester.

Section 2: Meetings shall be conducted in accordance

with Robert's Rules of Order, Revised. The Chairman shall

appoint a Parliamentarian to advise him on questions of

procedure.

18

Section The agenda for meetings shall be prepared

by the Executive Committee of the Faculty Assembly.

Section 4: Members deSiring consideration of pro-

pOsals other than procedural must first submit them to

the appropriate permanent committee for possible inclusion

on the agenda. Nonmembers may address 'meetings. for the

organization only by invitation.

ARTICLE IX: PERMANENT COF°4MIT1LES

Section 1: To carry out efficiently its responsibili7

ties, the Faculty Assembly shall establish permanent

committees. The composition of each' committee and t e

method of selection of its members shall be as giv

Section 5 of Article IX.

Section 2: The respo

shall be those established
temporarily assigned to it
the Faculty Assembly or by

nsibilities of each ,b ttee

by the Constitution or hbse
by the .Executive Committ of

the President of the Col

Section 3: The Faculty Assembly shall be 'formed

in writing of all committee decisions. Any'de. sidn by

a duly. constituted committee shall become the .fficial

policy of the Faculty Assembly unless revie is requested

by the appropriate committee chairman, the. acuity Assembly

Executive Committee, the President or De df the Faculty,

2'4
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or t ugh written petition of twenty-five members of the

Facu ty Assembly. Committee actions which are subject to

rev'ew may be returned to the coMmittee for reconsideration

or ybe voted upon by the FacultS, Assembly as a whole.

Section 4: Unless other provisions are in force, each

cc rrmiittee shall elect its own chairman excl,vding students

and all those people with executive responsibilitS, in the

area of the committee.

Section 5: The permanent committees of the Faculty

Assembly, their dutiesand membership shall include:

(a) Executive Committee of the Faculty Assembly

Membership: Chairman, Vice-Chairman, Secretary-Treasurer

Duties: To advise the Chairman, to prepare the agenda for

meetings, and to perform such Other duties as are described

in this constitution.

(b) Academic Affairs Committee

Membership: The President (Chairman), the entire-member-

ship ofthe Curriculum Committee of each schoOl, three (3)

elected representatives of the Faculty Assembly, and

two students appointed by the President of the Student

Government Association, subject to;approval by the

Student Senate. The student representatives must have

at least a 2.5 average, must not be on probation, and

may not be from the same academic school. The Director

of Admissions and Registrar, the Director of the Library,

and thesDean of Student Affairs shall be ex-officio

members in non-voting capacity.

Duties: To develop academic policy for the college

including graduation requirements, curriculum revision,

and divisional structure of the college.

(c) School Curriculum Committee
,

Membership: The three school CurricUlum Committees shal

consist of the Dean of the Schoor(Chairman), and one

representative of each subject area. where a major is

offered. Appointed Division or Depaytment Chairmen

shall represent the degree granting area of their pro-

kespional training. 'Faculty of degree granting areas

not so represented shall elect a representative to their

Curriculum. Committee. The subject areas to be represented

shall be listed in the Bylaws of the Faculty Assembly./
25
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Duties: '.ro-Aevelop policy concerning curricul matters

including program and course changes. Where Change

may affect programs in mthre than o S that change

t
-must be approved by the CurricUl ttees Of all

SchOols affected. .

a

. (Id) Alumni Activities
A

Membership; Direct of Alumni Affairs, two appointed

representatives of the Faculty Assembly, President of

'Alumni Association, Chairman'of: Student-Council Hqme-

coming Committee.
Duties: To coordinate activities as they relate

to the campus.

(e) Athletics

20

reship :' Athletic Director, three elected re senta-

. tives e e Faculty Assembly, and threestudent -pre-

. sentatives.,
Duties: To formula eral athletic policy, versea,

finances, and approve sche uling for-interco egiate

comnetition. o

(f.). Classification and Grades' Committ -e

Membership i Rhistrar (Chairmin),Dean
and two representatives from'each sch 00

school membership. --
Duties: To establish and'supervise licy;and,procedure

relating to the classification and dmission-of. Students

and the maintenance of gradin_\st., dards: to recommend

candidates, for-graduation; to D.0 ve academic probation

and suspensions.

(g) Commendement-

Membership: College Mars .A1, Registrar, hree elected

representatives of the Fa ty Assembly,,. 'd one senior

and one junior member of h Student Senat,. The College

Marshall shall be electeo/by the Faculty AB embl.y for.pa.

period of'S years.
Duties: To arrange fa Commencement activi es and

recommend candidates f honorary degrees.

(h) Compu

Membership : /11DIrec

AdmAsionsand Re
ScienceS One rep

1

/'
of the Computer Center, D ec r ici,f ,

strar,,Dean of Engineering end PhySical

_spntative of each school to be appointed..,
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by the I-. and representative of the Business Office

to be appointed by the Comptroller, and one student

representative.
Duties: To develop a computer center to serve! the

entire campus; to establish and maintain overall policy

pertaining to the facility.

(i) Convocations

Membership: Two-members appointed by the President of

the CoAlege, at least one of whom shall represent corm -'

munity interests; two members elected by the Faculty

Assembly; two members of the Student Council. The

chain an of this committee shall be an elected repre-

sentative of the Faculty Assembly. 'The Convocations

Administrator, appointed by the President, shall be an

ex-of etcip member of the committee.

Duti To determine.general convocation policy that

will provide educational and moral enrichment; entertain-

ment, and a broad, cultural experience fOr the College

community. The policies of the Committee shall be.carried

out by a Convocations Administrator appointed by the

President.

(j) Faculty Status

Membership: Two repi4esentatives from each schoOl to be

elected by the school membership, this sbalrlhowever,

exclude the Dean of that School. Four electedrepre=

sentatives of the Faculty A'ssembly.;

Duties: Tdr recommend policy regarding employment, salaries,

rank; tenure, leave, and dismissal of faculty members. °To

approve requests for sabbatical ldaves. To review instances

of alleged violation of accepted policy: TO serve as an

appeal committee in the case of. the dismissal Of faculty

members.

. (k) Faculty Welfare Comiiiittee

'Membership: One faculty member for each twenty faculty

members (no partial therof) iSe elected by each school,

but each school.will have S. minimum of 'One; and four mem-

bers of the faculty elected by-the Faculty, Assembly.

puties: To make recommendations on matters other than

thoSe covered by the'Faculty Status Committee, of general

concern to the faculty.

'Pe
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(1) Work-Study CoMmittee

Membership: The Deans of the Schools, the elected repre-

.
sentatives'ofthe faculty, two student representatives
appointed by the Student Government Association, and the
Dean of Students.'
Duties: This' committee shall be responsible for establish-

-ing policy with regard to the operation of the Work-Study,

Program. Student members shall be accorded ' full voting

privileges with regai-,0 to matters of policy, but may not

participate in meetings involving the confidential'reOordp

of a Student without permission of the student.

(m) Loans, Grants and Scholarships Committee,

Membership: 'Three Faculty Members, one ..elected from each

school, three student representatives, one appointed from

each school by the Student Government Association, the

Dean of Students, and the Director of Firiancia1 Aid.

Duties: This committee shall be respdnsible for establish-

ing policy with regard to'the operation of'the scholarship,
ee

grant, short-term \loan, and long-term loan programs. Stu-

dent members'shall be accorded full voting privileges with

regard to matters of policy but may not participate in

matters involving the confidential records of a..student

without emission of .that student. .

(n) Fulbright and Other Scholarships

j
*Membersh p: Five faculty.members appointed, by t

of the Fa ulty Assembly.
-Duties: 'I publicize Fulbright competition
Fulbright nominee for the'State Committee.
will also rekommend nominees for other nati

ships, for adv- ced study4

(o) Honors gram 14 A

select
is co

nal schol

the
tee

nem5ership: Five epresentativeS eleqe
Assembly and one's dent member appointe

of the Student Gave ent,4ssociation:

" Duties: To develop . supervi an H

(p) Official Functions

by 'di

by e

aculty:
President '

Membership: "Five members appointed by airman of ,1

the Faculty Assembly:
Duties: To arrange for hospitality at major functions'

involving the Faculty AsseMbly.

28
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to

ly

(q) _Li.brary

Membership: 'Librarian, two representatives of each school

appointed by the Deans, and one student.representative.

Duties: To formulate general policy governing library

operationsl,to assist the Librarian with decisions regard-.

ing purchase of books and other publications.

(r) Publications

Membership: Registrar,,Comptroller, Chairman of Engli814

Department, Chairman of Printing Management Department,.

Faculty Advisor and Student Editors of all student°publi-

cations, and the Director of Public Information.

Duties: POrMhlate general policy and recommend. and '

approve-all publications for the college. Any publication

under the school name must be approved by this committee..

The responsibilities of this committee shall exclude

editorial policy. A .

(s) Student Social Activities
.

i

Membership: Dean of Students, one eleCted representative.

of 4i6 Faculty Assembly, five student members, two of whom'.

shall-be memberSof the Student Senate,

Duties: TO coordinAte and regulate all student social

activities.
.. A

4t) Tech Center Board

Membership: Student Center Direttor, Assistant tean ofl

,Students, one elected representative of the Faculty

Assembly, and four members of"the student body.

Duties: To formulate policy regarding the operation of

the Tech Center.

;

..(u) TAe Student-Faculty Discipline Committee

Membership: 'Tour 'faculty members elected by the Faculty'

Assembly and three students appoihted.by the President of

the Student Government Association, subject to approval by

the Student Senate. Three'faculty alternates shalll)e

similarly elected, and three student alternates shall,tbe

similarly. appointed:

Duties: This committee shall formulate disciplinary polidy

for the College and be responsible for all disciplinary °

action taken on behalf of the institution. This committee

is specifically charged that its policies shall jealously

protect student .rights, carefully observe due process, and

23
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Section 6: Except in extraordinary circumstance

a member of the Faculty Assembly shall be limited to two

committee assignments. This restriction. shall not

apply-to those whose service is required ex-officio or

is needed for proper.committee representation of the

various areas of the college.

24
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Section 7: Each elected committee member shall serve a

regular.term,of two years. For any newly formed committee,
approximately one-half of the elected membership shall be

elected to one-year terms.

Section '8: At least ten days prior to the September
meeting of, the Faculty Assembly, the Chairman shall appoint

a Committee on Committees, consisting of three voting

members. At the September meeting of the Faculty Assembly,
this committee shall submit a slate of nominees for all
vacancies on permanent cOpmittees. From this list, and
from nominations made from the floor, representatives for

Al committee positions heretofore assigned, to the Faculty
AsSembly, shall be elected by secret ballot. The

PresidentSlIall be an ex- officio member of the Committee.
z

§ection 9: Interim vacancies of ,elected committee

positions shall be filled by nomination and election at the

. next regular meeting of the Faculty Assembly after the
oz.

vacancy occurs.'

25

, Section 10: School representatives mutt be nominated

at a school meeting during the first two weeks of September.

Election shall be by Secret ballot. The President shall

determine the division to which a faculty member belongs

for purposes of voting.

Section 11: The Faculty AsSembly shall have fhe right

to remove from a committee and representative who shall be

derelictin attepdance or responsibilities. Such removal

shall be subject to procedures governing other business

which may be brought before the body and shall be effected

only by a two-thirds vote of members present in a reviler

meeting. Voting on this is e shall be by secret ballot.

ARTICLE X: TEMPORARY COMMITTEES

.

Section.1: Temporary committees-may be established

upon recommendation of the President, upon recommendation

of the Faculty AsseMbly, Executive Committee, or by approved

motion from the floor at a meeting of 'the Faculty Assembly.

Section 2: The membership of a temporary committee

shall be appointed by-the Chairman of-the Faculty Assembly

or by the President of the College.'

S ction 3: The purpose of a temporary committee shall be

defin d at the time the committee is created. Upon accomplishment

s purpose, the committee shall be automatically dissolved.

31
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ARTICLE XI: PROCEDURE FOR AMENDMENT OF CONSTITUTION

Section 1: An amendment may be considered for adoption

after it has been presented in writing to the membership at

a regular meeting of the Faculty Assembly.

Section 2: A properly presented proposal for amendment

shall be voted on by the members at the next regular meeting

after presentation. Acceptarice shall be by a two-thirds

majority of those voting on the proposal.

ARTICLE XII: METHOD OF ADOPTION OF CONSTITUTION

This Constitution becomes effective upon approval bS, a

two-thirds majority of the voting faculty of the College as "

pow constituted and upon approval of the President of the

. College.

ARTICLE XIII: ESTABLISHMENT OF BYLAWS

Section 1: In order to provide for the routine operation

of the Faculty AsSembly bylaws may be.establiShed.
r

ii

Section 2: Bylaws may be considered for adoption after

presentation in writing to the Faculty Assembly Executive

Committee which must place the proposal on the agenda for

consideration at the first regularly scheduled Tweeting ,of

the Faculty Assembly after it is received.

Section 3: Acceptance of a bylaw or change in bylaws

shall be by simple majority of those voting on the proposal.

I

32
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BYLAWS

I. COMMITTEE TENURE

A. All duly elected and appointed members of committees of the Faculty

Assemay shall take office October 1 of that year andoerve until

q
September 30 of the year in which their term ends.

B. The Chairman of the Faculty Assembly will publish and distribute

a list of the membership of all committees by October 15 of each

year. Only the membei,s on this list shall be eligible to serve on

said committees without written permission from the Chairman of the

Faculty Assembly.

C. The, Chairman of the Faculty Assembly shall designate a pro tem

chairman to .call the first committee meeting of each committee

during the first 15 days of October.

II. EFFECTIVE DATE FOR COMMILE POLICY

A. When the committees of the Faculty Assembly that are empowered with

the authority to establish policy do formulate such policy, it

shall not go into effect until two academic weeks after the members

of the Faculty Assembly have been properly informed. The actual

effective date will be-certified by the Chairman of the Faculty

Assembly.

B. If no move has been made during the two week period to have the

committee's decision reviewed by the membership of the Faculty

Assembly, the policy will be in force, and unless changed by the

committee will remain effective-for at least one year.

C. The two week waiting period may be waived in unusual circumstances

by a unanimous vote of the Executive Committee or by permission of

the President of the College. When the two week waiting period is

waived, the faculty will be informed, in writing.

III. ORDER OF BUSINESS FOR FACULTY ASSEMBLY MEETINGS

The order of conduOting business in Faculty Assembly Meetings

shall be:

A. Approval of Minutes
B. Announcements
C. Committee Reports
D. Agenda
E. New Business- New items may be introduced from

the floor and, at the discretion of the Chairman,

referred to an appropriate committee or placed

on the agenda for the next meeting.

F. Special Reports

33
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IV. SCHOOL CURRICULUM COMMITTEE MEMBERSHIP

In accordance with the description- of School Curriculum Committees

in the Faculty Assembly Constitution, the following subject areas
offering a major prograyshall be represented:

Community and Technical College Curriculum Committee: Civil

Technology, Drafting and Design, Electrical Technology, Mechanical
Technology, Mining Engineering Technology, NurSing, Secretarial Studies,
Dental Hygiene.

Engineering and Physical Sciences Curriculum Comuittee: Chemical

Engineering, Civil Engineering, Electrical Engineering, Mechanical
Engineering; Computer Science, Chemistry, Mathematics, Physics.

Human Studies Curriculum Committee: Accounting, Biology, Business

Management, Computer Management, Education, English, History and
Government, Industrial Arts, Industrial Relations,. Music, Physical
Education, Printing Management, Social Studies, Public Service, and
Vodational-Technical Education.
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PolicieS

1. Faculty Appointments

The West Virginia Board of Regents has authorized the President to ,

handle personnel matters at West Virginia Institute of TechnoIogy-r--Facuity

III. EMPLOYMENT

1

29

appointments are made annually, with, contracts being'issued subsequent to

thb'approval bf the institution's budget by the Board of' Regents. Contracts

for new faculty members are
issued upon receipt of a written acceptance

of employment:

Complete, atthehtid credentials of each uLty member are maintained

in the Office of, the President, The dbmpleted a lication ford and an '

updated, official transcript must be on file.
4

2. Faculty Expectations

West Virginia Institute of Technology recognizes a member of its

Faculty as a professional whose service to theinstitution'cannot adequately

be expressed in terms of hours of work.

Institutional expectations are expressed in tents of performanCe

standards. These expectations include excellence in teaching, tont±nuing

scholarship, concern for students, and institutional "service. These

expectations are differentially defined throughout the institution. .

Such definitions, however, all emphasize Tech's essential thrusts: the

recognition of inspirational and effective teaching as-our primary purpose;

the importance of each faculty member earning the recognized professional'

degree in his discipline and, in continuously upgrading his knowledge and'

improving his pedagogy; a commitment to taking a personal interest,in

students and assisting them to achieve their'educ4ional objectives, and a

recognition that the growth and development of West Virginia Tech requires,

the commitment and
contribution of each member of the Tech community.

3. Appointment, Promotion, Tenure and Termination

A. Faculty employed prior to July 1, 1974 should consult the 1973-74

Faculty Handbook for the applicable policy.

B. Policy covering faculty appointed subsequent to July-1, 1974 is

covered by Board of Regents Policy Bulletin No. 36 of March712, 1974.

C. The complete text of Policy Bulletin No. 36 follows in roman

type, the italicized type reflects institutional policy within the

discretionary authority of Policy No. 36.
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POLICY REGARDIN
APPO

POLICY BULLETIN NO. 36

MArCh 12, 1974

.ACADEMIC'FREEDOM AND RtSPONSIBILITY,,,

OMOTION, TENURE AND TERMINATION OF

OF PROFESSIONAL PERSONNEL

RESOLVED, That the West Virginia Board of

following policy for professional personnel in
education, effective July 1, 1974.'

All academic appointments made after the

be in conformity with this policy statement.

The provisions of-this policy relating tb qualifications, contracts

and tenure status, shall not apply to personnel with an effective date

of employment priOr to July 1, 1974; provided, however, any such appointee

wishing to be covered by these provisions relating to qualifications,

contracts and tenure stattlb, may request such coverage in writing prior

to Jul 1 1974, which request for such coverage, if approved by .the'

ent of the institution and the Board of Regents, shall entitle the'

appointee to coverage, and such coverage shall be noted in, and become

a part of the individual's permanent. file.

30

Regents hereby adopts the
the statp systim of higher

effective date hereof shall
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1. Ara°(.1 -,ni(.-!-F'nee-3(Arj.

.

The necessity of academic freedom at West: Virginia state colleges and
univer; ities is selfrevidentt The West Viirginia Board of Regents recog-
nizes that the. vigilant, protection. of cey14t itut iong freedoms is nowhere
more vital than in the colleges and ,universities under its jurisdiction.
Faculty members and students 71.st always remain free to inqtrire, study,
and evaluate. , or

0

Ac'ra, lc griarante:es the Liberty of members of the academic
rDrarrunity to 'reely discws, investigate, teach.. conduct research

i ig "'upon their particular role at the institution.
ii\d,T; 2 '.7,b all. IrAve the same freedom in these areas. While the

1,-1: ,.,1.-111, I r: most -,f.!--en used. in describing. the rights of
fcrcu7t --,, r-;f mi le, e or university, students are also entitled

-,ThdE.,T,ic freedom. To all of those members of the
:r It/ whoaenjoy a_ :7_, ademi c freedom, there are, commensurate

v;t:Ji lr f..5. 1 k j: I I -1--4,,;-,ponf.

members, (.t tenured or"on probationary status, shall
1,17;(,1 t o fit? 1 fre2d,,ain in research and in the publication of the

71 11 !.' 'r3r1v!'" ribj,-rrt. to the adequate performance of their
raic may -include designated research, extension

r ional duties. Further, each faculty member
on ' to fr,---!dori. in the .clas:-_;room in discussing the subject taught.

r!1 i':aculty members speak or write as citizens outside of
ce i ver , they -hal 1 be free from institutional

nr,

The -ad-mH Fre:0(35m should be accompanied by an equally
unt oneept of acadom c responsibility. The faculty member at a

West coil ,ge or: 'university is a citizen, ,a member of 'a
'prr, I 're pro:;entat ive of an educational institution. As

Such, a r1C'll P -together with all members of the academic com-
mini ty , the ow-, i 1. for protecting , defending, and promoting
individual free., tom arid academic freedom for all members of the
community. The member is responsible also as a teacher for
striving.to flpeak'With accuracy and'with respect for the similar rights
and responsib i. l i t Les of. ot4,7-2rs. In speaking only as an individual or
for a 1 tcd group, the"faeulty member should not imply or' claim to be
a spokesman for thee institution in which employed.

2. Appoi n ls'nent of Academic Personnel

A. The ,jeademic 1-rsonn,.?1. at .any of the institutions under the
bogents shall be those appointees of the

Bod.rN1 :::ach institution who are assigned by the president
of each !--,uch irr,titut. ion to academic duties which include teaching, re-

ah t! ir :,er! i . i'; include, upon the mcomendation of the-
presidcrit of an 1.71.., ti tut ion and the approval of the Board of Regents,
such profe:ision,j1 per onnel librarin,, and those involved in off-campus
servbx,:

3.7
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B. Academic personnel appointed to render full-time service for the

Board of, Regents at any of the institutions shall be appointed to faculty

positions .in one of the following ranks:

IL
(1) Professor
(2) Associate Professor
(3) Assistant professor
(4) Instructor

C. Other appropriate titles which more accurately indicate the

of the position may be used upon the recommendation of the presiden

an institution and the approval of the Board of Regents.

fi

3. .Service of Academic Personnel

A. Personnel. rendering full-time service to the Board of Regents at

one of the institutions, but assigned to administrative or staff duties,

either in addition to, or, for the time being, exclusive of,Nacademic

duties may, if qualified, be appointed to, or may retain, one of the

foregoing faculty ranks in additi to any admipistrative or staff

titles.

Non-teaching personnel shall not be given academic rank in a field

without the concurrence of the appropriate academic department.

l0
B. Academic personnel who are expected to re der service liniited to

only part of their working time in any period, dr to particular functions

requiring only part their professional attention to duties at an in-

stitution, or to only a brief association with an institution, shall be

designated part-time%and may be appointed to a Position with one of the

following titles: ,

(1) Any of the faculty ranks, but designated part-time, visiting

clinical,, or adjunct, as applicable to describe the connec-

tion or function.

(2) Lecturer

(3) Assistant, designated graduate; research, clinibal or adjunct,

as applicable to describe the connection or function%

C. The president of an institution shall make all appointments to all

positions at the institution,, subject to approVal-of-the Board.

D. Every appointment of academic personnel at any institution shall

be for one fiscal year, or part thereo4e,_in accordance' with and in

compliance with the annual budget of the Board of Regents, or supple-

mentary actions the'eto, as provided by law.

E. Every such appointment shall be in-writing and a copy of the

appointing document shall be furnished to the person appointed.
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Such document shallocontain the terms and conditions of tbe appoiptment;
provided, however, any special understandings stated therein :shall be
subject to the.approval of the Boar9kof Regents: or ot1IerwiS0- such
special understandings shall.De void.

4. Faculty; Conditions of Appointment

.

A. All full-time appointben s to the faculty of.an institution shall
be of two kinds: probationary ppointments and appointments with'tenurel

B. All part-time appointme ts, as defined in 3-B, shall be neither '
probationary appointments nor appointments with tenure, but shall be
appointments only .for the'pe iods specified in the appointments and for

A
the purposes specified in e appointments with no other-interest or
right obtained by the person appointed by virture of such-appointment
except as specified in Su appointment.. .

C. The appointmentof a person to a full-time faculty position at an
institution is Made subject to the following conditions: 1,

(1) The appointee shall. '° der full-time service to.the
institution to which a .inted. Outside activities
sh I not be restricted less such activities or em-
plc*Ilenkinterfere with t e adequate performance of
academic duties. The ,a strationof each institu-
tion shall establish a progr of periodic4review.of
:outside services of appointee to guide faculty
members..

.

(2) If outside employment or service inte ferns with the
perlormance of the regular instituti 'duties of the
appointee, the institution has the it to make sucti
adjustments in the compensation paid to. such apppintees'
as are warranted byservices lost to the institdtion,
and institutional equipmerit and materials.us d.

v. Joint Appointments

A. Faculty members may be appointed to perform academic duties 'at two
or more institutions, which duties may include teaching, research, unsef-
-ing, or pther services. For administrative purposes, one institution' ail .

be designated'the faculty member's "Ilome institution," which institution---,':
shall be responsible for granting promotions, raises in salary and tenure;
provided, hpwever, when cause therefore shall occur, ap/Sropriate:dctinseling,
disciplinary action, etc., shall be the responsibility df the institution
-where the occurrence arose.

. -,,

conditonsarld the details of the faculty membero:s joint appoint-
ment, including -the deSignation of his "home institution''' and other special,
arrangements, which may include reasonable expenses, 'shall. be specified.
in the contract agreed.t0o3y the faculty 'member and the. presidents of the

1 institutions sharipg his services. Joint appointments will only be made
,

with the consent of the employee.
.1
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C: EU114-time facultY members appointed under joint/or contractual

appointments.tha1l continue to. be considered full-t e eMployees'of the

"home institUtion;

6. 6':. Promotions
,

,

,. 1:

. e ,
,.

' K. Within the following framework each president shall establi b,-2..p - ...

cooperation with the faculty or duly elected relipes4ntatives oftlie°

faculty,'guidelinesand criteria for'promotion: : . '

* v. .

.
(1) There nail be demonstrated evidence that the promotion is

.
based upon a wide pange of criteria such as excellence . ,

in teaching,:significant contribution and service to the

,.- college commUhity, experiepce, academic achievement, pro-

.". fessional growth, research,.potential for continued

,profesional growth, and service to:the people,af the

"'State of West' Virginia.1
,

m
. .

- A,major faCtor.to be considered it determinihg profespioTl=_k
should be effective tealhing.- Prpfessional rank is riot

..'eally conferred" but reiults from a 'Presidential e,- sion based

.upon recommendatiOns. The requirement' ed*beZow are normally

'.to be considered 0 minimal:,_ e requireMents can be and in

some caSes shoularbe"waived where other evidence shows the person 7

being considel.ed is IW2lified for the,proMotion in,rank:- Some

examples are: substitutibn of substantial craft orsrofessional

practice of a high and relevant quality, and professional eminence=-
1

far academic degrees. Grudwate assistantships shall not be con:-...
,

sti-ued as- meeting either, teaching oz: profesSional practice % ,,
--------

requirements.

--------

InstPuctor
'I.. , .

.7' ,
.

4-°

Eligibility Requirements: A'Master's Degree is required for the

",rank of instructor except for ,certain technological or other

- special-fields, In Associate Degree programs; a bachelor's

degree or satisfacto craft experience may be substituted.

Assistant Professor (1

Eligibility Requirements: For 'the rank of Assistant Professor

a faculty member must ordinarily ljaDe.a Master's degree plus

thirty (20) hours of appropriate graduate study.and'have had

at least three years of satisfactory, teaching or professional

experience. The experience requirement may be waived at the

discretion or the institution for holders of the earned

doctorate. In special fields or in fields where the doctorate

is not customarily mailable, professional experience and

extended satisfactory teaching may be substituted for academic

requirements.

40
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In special cases (particularly in the AssoCiate Degree programs)

where academic degrees are either unnecessary or customarily

unavailable, substantial ,craft or professional experience of

a high and relevant quality may be'substituted for the academic

degree requirement. Such substitution should' not bitrary

or capricious and should follow established guid ines w ich

shall be subject to periodic review.

Pro ion Criteria: Persons to be, promoted to the 1, k of

Assist. Professor shall meet the eligibility requirements,

and Shed have proven achievement in teaching competence and

in meeting a wide range of the following criter&.

(1) Acgdemic growth
a. 'Relevant academic attainment
b. Participation in short courses, seminars, e c.

c. OriginaZ scholarly work

(2) Professional activities
a. Professional societies: Membership, Participation

in activities, Offices held. 1-
b. Consulting work
c. Publications4
d. Research s.

e. Eicenses held
f. Short courses, seminars, etc. whichohe helped

conduct
g. Inventions, copyrights, artistic accomplishments, etc.

(3) InstitUtional responsibilities
a. Committee assignments
b. Student recruitment

assignMents
d. Sponsor of student' organizations

e. Administrative duties

(4) Other
a. Community service
b. Service to the people

Associate Professor

Eligibility Requirements: For the rank of Associate Professor,

a faculty member must ordinarily have an earned doctorate or the
highest academic'degree in his field and have had six years of

professional experience which must include full time teaching.

In special cases (particularly in the Associate Degree programs),

where academic degrees are either unnecessary or customarily

unavailable, substantial craft or professional experience of ir

a high and relevant quality may be substituted for the academic°

orthe State of West Virginia

4-1
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degree .requirement. Such substitution should not be arbitrary or..:

.capricious and sho4.4d follow established guidelimes which shall .

be subject to peribdic review. .

Promotion,Criteria: Persons to be promoted to he rank of

Associate Professor shall meet the eligibilit requirements,

and shall have noteworthy achievement in teaching competence

and in meeting a wide range of the criteria (.listed under

.
,Promption Criteria for Assistant Professor).

Prior, to an initial appointment to-the rank of Associate'

%Professor, the credentials of the Candidate t be

reviewed by the School Perionnel Review Coro 'tteq.

Professor

Requirem ts: To be eligible for the rank`of

,
Professor, a faculty ember must.hold the earned :,doctorate

or the highest academic degree in his field and have had

at least ten years.of professional experience, live of

which must be iii college teaching.

Promotion Criteria: Perdons to be:promoted to the.rank of

Professbr shall meet the eligibility requirements; and

shall have outstanding achievement in teaching competence

and in meeting a wide range,of the criteria (listed under

Promotion-Criteria for Assistant Professor).

,Prior to an initial appointment to the rank of Professor,

the credentials of.the candidate must be reviewed by the

School Personnel Review Committee.

A

(2) ere shall be demonstrated evidence that the process

of - ing evaluations for promotions theme is partici-

pat n of persons from several different groups such as:

peers raM within and from without' the particular unit

of the 'tution, department-chairperson, dean, and

students.

Existing evaluation proce and tenure and promotion procedure

will-be used in gathering infor ion for consideration for

promotions.

-(3) There shall be no practice of ting promotion .routinely

nor of,denying promotion aapric ously

(4) The institution shall submit its guidelines and criteria

'for promotion to the Board of Regents for approval and

shall make available such guidelines and criteria to

its faculty.
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7'. Faculty Re$igna

A. If a member of the faculty desires to terminate an existing

a x nt at the end of the academic year, orto decline a renewal,

not e shall be given in writing at the earliest. opportunity.

fessional ethics, however, dictate, the consideration of the institu-

tion's need for having a,full complement of faculty at the beginning

of the academic year.

8. Tenure

A. Tenure is a' system designed to protect academic freedom and to

.

provide professional stability for'the experienced faculty member.

ft -is a means of protection against the capricious dismissal of-an

j,ndivi,dual who has served faithfully and well in the academic ccginmunity.

Continuous self-evaluation 45 well-as'periddic evaluation by peers and

.administrative personnel is essential to'the viability of the tenure

system. Tenure Should neverbe permited to mask irresponsibili

.medlocr:ity, or deliberate refusal tc..* meet academic requiremen or

professional responSibilities. Tenure applies to those faculty members

who qualify for it and is a means of making the teaching and research

profession attractive to persons of ability.

Requirements of this section are met by the statement appended to

Section 9-I of -this document and the faculty evaluation procedure,

except that Self evaluation of teaching effectiveness shall be

incorporated into the faculty member's. Comprehensive Resume.s
B. Tenure shall not 0e granted automatioliy but shall result from

action by the West Virginia Board of Regents-upon recamendation of the'.

president following consultation with the department concerned.

C. Tenure status may be attained, by all full-tithe employees who hold-

faculty rank of Assistant Pr r ET above aria Whose major assignment

is of an academic nature and all:not' be:contingent upon promotion in

rank.

9. Probation
11

A. When a full -time facui .member is filt appointed to teach in -..

any of the institutions of higher education under the jurisdiction of

the West Virginia Board of'Regents, the appointment shall be on apro-

bationary status, except that persons as. defined in 3-B shall not be

considered as being either on probation or on tenure.

Although academic Personnel as described in 2-A and B may be given

faculty status, they shall not,accrue probation service towards

tenure in asteaching position'unless sucks..grid-04 actually includes

teaching of courses l'or academic credit..

. 43
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B. The terms and conditions of every appoinbnent shall be stated in

writing with a copy of the agreement n the possession of both the

institution and the individual concerted before the effective date of

the appointment.

In every initial appointment, terms and conditions lot in the

contract should be covered in a letter from the dean or his

designee. This Vetter is'to be issued before the contract

and should' be kept in the dppointee's files in the dean's

office. These terms and conditions may be changed only by

written agreement between the dean or his designee and the

appointee.,

C. fhe gaximum period of-prnh.4"nn shall not exceed 'seven years; and

at thP Pnd of six years.any non -tenured faculty member
will be given notice

in of tenure, or offered a one-year written terminal contract of

employment. Any reduction in this period may be detefinined at the

discretion,of the president of each institution within the following

guidelines:

(l) 'A faculty tuber appointed to the rank of instructor shall,

if not e vated in rank, serve the maximum seven-year pro-7

bationary period, and decision thereon shall be made at

the end of the sixth year.
-

(2) An Assistant Professor may be eligible for, consideration

for tenure at the end of three years in that rank and

atthat institution.

(3) An Associate Professor or Professor may be eligible for

consideration for tenure at the end of two years in

these ranks and at that institution. "

There shaZZ be demonstrated evidence that the granting of tenure

is ,based upon a wide range of criteria such as: excellence in

teaching, significant contribution and service to the college

community, experience, academic abhievement, professional growth,

research, potential for continued dtir sional growth, and

service to the people of the f West Virginia.
.141

It should be nderstood tha' the years referred to under parts

9-C 2 and 3 a e minimal stan ards,and do not preclude extensions

of probation for a longer period.

ty members shall serve a minimum two year probationary
.

D.. All f
H

period excep under special conditions established by the institution,

the president may recommend to the Board of Regents that an Associate

Professor or a Professor be granted tenure at the time of initial

appointment.

44
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Special conditions for granting tenure to Associate Professors

or Professors at thv time of initial appointment are:

1. Such appointment must have
approval of a majority of the

faculty of the academic department to which appointed,

the chairman of the department.or divi,sion and the appro-

priate academic dean.

2. There shall be demonstrated evidence that such appointees

have previously held the faculty ranktto which appointed

at an institution of higher education accredited by the

appropriate-accrediting association.,
Furthermore, the

appointee must meet a wide range of criteria such as ex-

cellence in .teaching, significant
contribution and

service to the college community, experience, academic

achievement, professional growth, research, potential

for continued professional growth and potential for

service to the people of the State of West Virginia.

3. Under exceptional circumstances individuals with a

national or regional reputation for excellence, inno-

vation and creativity in an area closely related to

the academic field of appointment may be appointed

subject to Item No. 1 above. For such appointment

there must be convincing evidence for potential ex-

cellence in teaching, professional. growth, and

service to the institution and the State of West

Virginia.

E. Administrative pertonnel with or academic assigpments shall not

accrue service credit toward satisfying the probationary period.

F. Employment during summer to in part-time positions or during

periods of leaves of absence, shall not be credited' toward satisfying the

probationary period.

G. During The probationary period contracts' will be issued on a

year-to-year basis and appoinUflents may be terminated with,ormithout

cause at the end of a contract year During such,probationary period

no reason for non-retention or non-reappointment need be given. An

appeal from the presidOt's decision as to non-retention may barnacle

by the non-tenured facbblty member to the Board of Regents, which will'

review the decision of the president to determine wheth6r the same has

-afforded,procedural,due process and was not in violation of the

constitutional rights of the non-tenured faculty member.

A' faculty member not recommended for tenure must be given- an

informal explanation by the appropriate.Dean or department, but

no written statement of reasons.will be given.
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H. The president of each college or university-shall give written

\no#ce to non-tenured faculty concerning their retention or non-retention

follows:

( )- Not later than March 1 of 'the fi st academ is year of service.

(2) Not later than December 15 of the second academic year of

service.

(3) At least one year before the expiration of an appointment

after two or more years of service in the institution.

I. Tnstitutions shall involve the faculty in the periodic review of

the performance of academic duties of non-tenured faculty members and the

faculty member shall be informed of the'Pesults of such reviews in writing.

TheNtenured faculty in each department shall meet with.each non- enured

member of the department during the first year of the latter's.e loy-4

ment and review his.performance's Thereafter,
until the decision or

tenure is made, the tenuzwd4pEcu/ty shall similarly'review theper.

Prma*e3f,thejigntenuredfaagtwmember.every
two years, or in any

00,pequeited by the non-tenured` faculty member. InreViewing,the

vpefilbrmance of the non-tenured faculty- member, the tenured, faculty

shall examine student evaluations. If less than three tenured faculty

members exist in a department, a committee of three faculty members 4\.'

from the department, and.if necessary, 'from a related discipline shall

be formed. The tenured faculty members shall report their findings ,)

to the department or division chairman and to the non-tenured faculty

member. The report of the finding shall also be attached to the

comprehensive resume of the non-tenured facUlty member. It.shall be,

the responsibility of the department chairman to see.that this

procedure is effected.

10. Grievance Procedure
Ya

A. "Grievance" shall mean 'a dia. or ,4pmplaint based upon an event or

condition which affects the welfare o, condition of.appointment of academic

personnel and which does not involve causes fbr dismissal or termination

of employment as defined by 11 herein.\,

B. Each institution shall establish fair and equitable grievance

procedures at the lowest administrative
level for the purpose of securing

equitable solutions to the problems which may from time to time arise

affecting academic personnel.

Each school shall establish a grievance committee of 3, elected by

the faculty of the school for a two-year period. TheSrievance

Committee shall meet and consider grievances of individual faculty

members at their request.
However, no grievance will be considered

unless previous appeals have been made to the appropriate chairman
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and dean. The basis of the grievance must be stated in writing to

the committee with copies to the chairman and to the dean. The

chairman and dean shall have the right to file a written response

to the commit ee with a copy to the party who is filing the griev-

ance. Report of the committee recommendations shall, be made to

the dean wi copies to the faculty member and chairman. If

settlement agreeable to the 3 parties is not made in 5 days

followl, the recommendations of the c 'ttee, the matter shall

be pasted to the Vice-President or Present for final decision.

11. ,pig missal and Termination of Employment' of Tenured Personnel

A. Causes'for Dismissal:- The dismissal of a faculty member with tenure,

Or of any faculty member before the end of,a specified period of appoint-

ment, shall be effected only pursuant to the procedures provided in these

policies; and only for any of the following causes:

(1) Demonstrated incompetence or dishonesty in the performance

of professional duties.

(2) Personal conduct which substantially impairs the individual's

fulfillment of institutional responsibilities.

(3) Insubordination by refusal to abide by legitimate reasonable

directions of the administration or of the Board of Regents.

(4) Physioa) or mental disability making the faculty member

unable, within a reasonable degree of medical certainty and

by reasonably determined medical opinion, to perform assigned

duties.

(5) Substantial and manifest neglect of duty.

B. Termination of Employment: A tenured faculty member's appointment

may be terminated because of a bona fide financial exigency or the reduc-

tion or elimination of an existing program at the institution for which

no other program or position exists requiring eciavalent competence, and

only as a last resort after all reasonable efforts have been made to meet

the need in other ways. Decisions in these matters shall be reached after

a collaborative assessment by administration and faculty, and prompt

written notice of such termination shall be given to the faculty member

by certified mail.

1. There should be early, careful, and meaningful faculty involvement

in decisions relating to the reduetion of instructional programs.

In making such decisions, financial considerations should not be

allowed to obscure the fact that instruction is the essential

reason for the existence of West Virginia Institute of Technology.
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2. Given a decision to reduce the overall academic program, it should

then become the primary responsibility of the faculty to recommend
to the President where within the program reductions should be

made. Before any such determination becomes final, those whose

life's ork stands to be adversely affected should havq the right
to be h -ard.

3. Among th various considerations, diffieult and often competing, 4c,
that have to be taken into account in deciding upon particular
reducti, :, the retention of a viable academic pPOgram should
Aecessars y come first. Particular reductions should follow
considere, advice from the concerned departments, or other units
Tacademi concentration, on the short-term and Zong-term

.f reduced programs.

4. Ae particu r reductions are considered, rights under academic

tenure shou be protected. The service of a tenured professor

should not b terminated in favor of retaining someone without

tenure who at a particular moment seem to be more productive.
Where termina ion of appointMent is based on financial exigency,'
or bona fide discontinuance of a program or department of in-

et,ruction, fac Ity members shall be able to have the issues
reviewed by the faculty, or by the faculty grievance committee.

In every case financial exigency or discontinuance Of a program

or department o instruction, the faculty member concerned will

be given notice s soon as possible as provided for in the West

Virginia Institue of Technology Faculty Handbook, as stated in

Section 111-5.

5. Before terminating an appointment because of the abandonment of

a program or department of instruction, the institution will make

every effort to place affected tenured faculfrmembers in other

suitable positions within the institution. The institution will

also make an effort to place those tenured in. the case of the

release of a single faculty member due to a financial exigency,

whether or not the entire program or department is eliminated.
411

6. If an appointment is terminated because of financial exigency,

a position formerly held by a tenured member will not be filled
by a replacement within a period of two years, unless the re-4
leased faculty member has been offered reappointment and a
reasonable time within which to accept or decline it.

7. A change. from full-time to part-time service, on grounds of
financial exigency, may occasionally be a feature of an accept-
able settlement, but in and of itself such a change should not
be regarded as, an alternat've to the protections set forth in

paragraphs 4, and 6 of these 'delines.
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C. Notice of Dismissal for Cause: The president of the 41stitution

shall institute proceedings by giving the, faculty member a written

dismissal notice by registered or certified mail, which dismissal\notice

shall contain.

(1) Full and complete statements of. the charge or charges

relied upon,

(2) A copy of any pertinent rules and retglations g

the faculty member's procedural rights, and

(3) A statement that the faculty member has the right to

elect to have the hearing conducted either by the

Hearing Committee or a Hearing Examiner.
\

D. Answer and Service: Within 30 days from the date of the receipt

of the dismissal notice, the faculty member may file a written answer

to the charges. The period for filing the answer may.,be extended by-the-

president for good cause. The answer shall also contain a requestwTor

either a hearing by the Hearing Committee or Hearing Examiner. If the

faculty member fails.to file a timely answer, the notice of dismissal

shall be final.

12 ,Hearings

In order to assure a fair and impartial hearing, a dismissed faculty

member shall receive a written notice of hearing as hereinafter provided

and may avail himself or either one of the following two hearing

procedures.

A. Hearing Committee: Each year the faculty of each institution shall,

elect thirteen faculty members representative of the' various, ranks in the

institution who shall be known as the Hearing Panel. In the event of a

vacancy for any cause the faculty shall fill the vacancy.

The Faculty Status Committee will serve as the Hearing Panel. A
hearing shall be available to dismissed faculty-Members as defined

in ZZ-A and ZZ-B and will not apply to faculty who have received

notice of non-reappointment as' defined in ,9-B.

If the request is for a hearing before the Hearing Committee.

0

(1) The president-shall furnish the faculty member, in writing,

a lit of nine of the thirteen faculty members of the Hearing

PanelIas herein set:forth, with instructions to strike four

names and return the list to the president within five work-

ing days, 'If for any reason the. faculty member fails to

'strike, the president shall' within five working days strike

a sufficientjlumber to reduce the members to five which

shall constitute the Hearing Committee.
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U
Ay,

(2) The president shall promptly notify, in writ ,Ithe five
members of their selection as the Hearing Committee,
of their need to select from their memgership a chair erson;
and shall designate a time and place for their meetings to
make such selection and to set a date fo;', hearing the
charge or charges.

(3) The chairperson shall give notice by certified mail to the
concerned parties of the time and place for hearing the
charge or charges which,,time shall be not less than ten
days nor more than twenty days from the date of the notice
thereof.

B. Hearing Examiner: If the request is for a hearing before a Hearing
Examiner:

(1) The presideht shall so notify the Board of Regents, which
shall appoint a duly qualified disinterested attorney at law
as a Hearing Examiner and shall submit the name and address
of Such Hearing Examiner to the president and to the
dismissed faculty member.

(2) The Hearing Examiner shall determine the time and, place
for a hearing to be held and shall give notice by certified
mail to the concerned parties. Such hearing date shall bef
not less than ten days nor more than twenty days'from the
date of appointment of the Hearing Examiner.

C. Hearing shall be Conducted as Follow$:

(1) The Committee or the Examiner will hear such prgof of facts as
may be deemed proper and reasonable and make such investigation
and enter such recommendations as the facts justify and the
circumstances may require.

12) The hearing will be conducted with as little delay as possible.

(3) The faculty member shall have the right to have an advisor,
but such advisor shall not be 'a person other than a member
of the faculty or staff of the institution, unless specifi-
cally permitted by name by the Committee or the Examiner.

(4) Witnesses will be examined under oath in the mannertand form
and in the order designated by the Committee or the Examiner.

(5) Formal court rules of evidence shall not apply in such
hearings.

(6) Testimony shall be recorded, and a transcript thereof
shall be prepared.
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.(7) A copy of the transcript of the testimony together with

copies, of the exhibits shall be furnished to the faculty

member, at no charge, upon request.

(8) As `soon} as practical after the hearing, the Committee or

Examiner shall deliver to the president a copy of the

record of the hearing with the recommendation of the

Committee or Examiner and shall provide a copy of the

recommendation to the faculty member, The president

shall, within twenty days after receiving the record

and recommendation, issue a decision in writing to

the faculty member by certified mail, and such decision

shall be final. unless the faculty member institutes an

appeal to the Board of Regents under the procedure

set forth hereinafter.

D. Amendments: Technical forms and allegations in pleadings are not

required to be observed and amendments or supplemental statements may be

made and filed at the discretion of the Hearing Committee or the Hearing

Examiner.

13. Appeal to the Board of Regents
4

A. An appeal as of right from the final decision of the president of

the university or college may be taken by the faculty member by filing a

written notice of intent to appeal with the Board of Regents within 10

days after receiving the final written decision of the president.

B. Within 30 days after filing the notice.of intent to appeal, a

petition shall be filed with the Board.ofRegents containing a statement

of the reasons why the final decision of the president is in error together

2.- with a complete record of the proceedings.

C. Within 60 days after receipt of the appeal, the Board of Regents

shall consider the appeal on the record submitted and may take such action

as it deems reasonable and proper in all the circumstances and in answer

to all of its responsibilities under the Law.

D. Time is of the edsence, and in the event the faculty member fails

to file the notice of intent to appeal and the petition of appeal as

required in provision "A" and "B" of this section, the decision of the

president shall be final.

Adopted:. West Virginia Board of Regents

March 12, 1974
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4. Retirement Age

As of January l;) 1973, all employeeS of the West Virginia Board of

Regents shall be retired at 'die c9filausiOn of the academic year or fiscal

year contract period during whichthey-reach their sixty-fifth birthday

and in no event later than the June 10whi9h,coincides with or is next

after their sixty-fifth.

Should the. President Of the institutianileeimine that unus6a1 and

extenuating circumstances exist whereby the", oss of services of a teaching '

faculty member would seriously weaken or harm, the instructional function,

of tre institution, he may petition the Board of Regents to continue the

emploympnt of the faculty member on:a year-to-year basis beyond the es.Xab-

lished ntirement date and the Boarrl of Regents'will consider, and act upon

cant: such request provided:

(a) The petition, with detailed justification of the

circumstances involved, is received by the Board not

less than four, months prior to the established date

of retirement of the individual.

(b) The total number of yearly extensions granted for an
t4

individual shall not exceed. two!'

(c) Any extension granted by the Board of Regents to

an individual eligible to receive retirement benefits

from the State Teacher's Retirement System shall be

subject to approval by the State Teacher's Retirement

Board.

B. General Conditions

1. Institutional Expectations

West Virginia Tech views faculty employment as entailing several

professional responsibilities. The first of these is an expectation of

teaching excellence. A commitment to the primacy of the teaching

function and to on-going efforts to improve one's teaching effective-

ness is an uncompromising necessity.

While teaching loads vary slightly throughout the institution,

twelve semester hours constitutes a mean teaching load for the campus.

Classroom contact hours vary from 12 to 25, depending upon the nature of

the contact. It is generally accepted that each faculty member devotes

at least 35 clock hours a week to teaching and to such related activi-

ties as lecture and laboratory preparation, examination preparation and _-

evaluation, textbook selection, etc.

A second expectgtion is that of continuing scholarship for each fac-

ulty member. This expectation is fulfilled in several ways. All facUlty

are expected to keep abreast of developments in their fields including

pedagogical developments. In addition to the expected library work,
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,

Tech encourages- -and within itelimited resources--supports faculty
attendaricOt workshops, seminars and other professional conferences.

Professional activity is "likewise encouraged. Research activities are

recognized especially in areas of the institution engaged in graduate

education. .

Continuing scholarship. entails each faculty member pursuing his

own academic career leading; to the.!Cothpletion of the recognized pro-

Nissional degree for facUltY in 'his field. -

L ct

A third.expectation IS that of working with students and

demonstrating a'personal concern for students. Of particular import-

ance.is the responsibility for academic advising. Faculty-student

contacts both in terms of campus organization activity and individual

tutorial activity are encouraged.

A fourth expectation entails institutional responsibilities such -

as committee participation, attendance at faculty and departmental or

divisional meetings, and involvement in activities and functions of the

Tech community.

2. Consultation, Contracted Research and ExtraMural Teaching'

Tech encourages faculty members to 'accept consultative and contrac-

tual research respohsibilities when their'special talents may be utilized,

without adversely affecting institutional programs. As explicated in a

preceding section, full-time employMent at Tech is viewed qs-full-time

employment. Outside eMployment must be specifically approved in advance

of acceptance 'by the Dean of. the School in which the faculty member is

employed.

As a general rule Tech approves professional Consultation end

contracted research equivalent to one day's employment per week.

such consultation and research cannot in any way interfere or adv

affect full-time responsibilities at the institution. It is not_in-'

stitutional policy to provide a free day for such activities,.nor to

reschedule classes and related activities to accommodate'dutside work.

At times other institutions may request the limited services of a

tech faculty' member for teaching,ai,tht-instituition or through extension

Tech will approve such euiployment'for up to three hours per semester,

provided that Tech's instructional needs in the faculty member's area J.*

are being, t, and.that such employment will not adver,sely affect either

the faculty member's MlfiiiMent of Tech-responsibilitiesor the schedul=.

ing of classes. and related activities..

Gr Itusote cases faculty members will be asked to teach courses at,the

,West Virgihia College of Graduate Studies as pdrt c their regular duties.

No additional compensation' is provided but thefteaching load: at
TeCn-will'.

be reduced proportionately. ,These courses are' usually offered on-the

West Virginia-State College campus Institute, ancithe College of

Graduate Studies reimburses,-the faculty member for transportation costs.
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West Virginia colleges and universities have developed informal

understandings relative to employing faculty at other institutions.

Such understandings include formal clearance by the chief academic

officials at both institutions.

3. Office Hours

All faculty are expected to have posted office hours in which

theY are readily accessible to students°. Specific office hour policie

are determined by each School.

48

4. Required Attendance: Faculty Workshop and Commencement

There are very few occasions for which all faculty are required

to be in'attendance. Such occasions include the Faculty Workshop,

Comencement and speciaa occasions as determined by the President. The

Dean of a School, may likewise call a special meeting of his faculty at

which full attendance is expected.

4a. Commencdment Attendance

Faculty members are required to attend commencement exercises

except in those years when commencement occurs outside: of the contract,

period. In exceptions' cases absence from commencement will be,uthor-

i 'zed; such requests need to be submitted in writing to-the appropriate

Caps and gowns for the faculty are not furnished by Tech. They

may,'however, be ordered through the Director of Tech Center, with pay-

.ment for rental of caps and gowns being made to the business Office.'

5. Institutional Policies

'Several academic policies which have been formulated are presented

in this Handbook. All faculty are expected to abide by these policies,

-to follovinstitutional procedures, and to meet:deadlines such as the

subm4.ssionof grades to the Registrar's Office.

6: Leaves of Absence
7.

Upoon'wHtten application to the Dean of the Sdhool, a faculty .

member maybe recqMmended fora leave of absence to pursue advanced study

or for other acceptable reasons.. Such an Application should express

justification for. the requested leave

A leave of. absence may"be,granted for'a period of,time not to ex-

ceed one full academiC year and.may, with approval of the.Dean and

President,'be renewed'no more than two times-for one additional year:,

,
Application for renewal must be bade 'Mardh,15 of year prior,to the

:year-for which leave is requested or t e months prior ±o the-end of

the current leave. f
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(Sabbatical leave policy is scussed.under PCOiltracts and Fringe

,

tyEvaluation .

Faculty evaluatiOn,Polibies'and p cedures are institution wide

in scope and application. The'implemeAtat"on of the syStem of faculty

evalbation occurs at the Scifol level with ch Dean Maintaining all

pertinent recoWs.

Evaluation data for each faculty memboe available for hisr

perusal. uch'data,are employed in personnel dedisions including salary
ns.

. .

'.

A

0

C. Salar

1: ntract Years ,,

.,,
.

For teaching personnel, the normal contract of nixie months usually

falls'ulithin the period between August li.and May.15. Unless'excused in

advance, all faculty members are, expected te- on campus from "the

beginning of the. , con year and tobe availab for such official

duties as may be assign. to 'them in conjunction wai. the testing,

counseling, and registrati n of students.'

Contracts are issued in late Sprine4s-sbon as the institution

receives appropriate amthol: zatioh.% ,
, - ,

,

2. Payment of Salaries .

.1/4

Salaries are paid monthly, usually on the.fifieenth.day.of each

Month for faculty. ThoseOn nine months' tenure will receive their first
oj about the middle -of September. .

, .;
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salary

Start law prohibits advanced payments.

3. SumMer Session Employment

On the basis of student need and demand for certain courses, a
limited number of faculty members may be offered summer employment. The

selection of faculty for summer employmentis primarily dependent upon
qualifications for teaching the specific-courses desired. Each school

will utilize a rotation policy for summer teaching, allowing faculty
"qualified to teach the subject an equal opportunity to'participate in

summer teaching.

As a general rule a faculty member will not be employed fOr more

4 than'two consecutive summers. StAph a guideline facilitates a rotation' \,

policy ap well as encouraging continued graduate study, research, teach-
'ing at other colleges, and other educational experiences Valued by the'

institution. .

5 5
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In unusual circumstances; clearly justifiable exceptions to,this policy
may be honored, but such exceptions must be few in number in order that

the Tech community may, fully benefit from these gui4elines.

Summer session salaries are paid according to a special weekly pay
scale which may not exceed one thirty-sixth (1/38) of the previous regular
,nine month salary. The summer payroll is made up for each term separately

since the fiscal year separates the terms. A six-weeks salary'will be
paid in two payments, the first for one month and the second for one half
month.

4, Forms to be Filed

No salary payment can be made until approved forms have been filed.

Forms required by the Business Office include: Internal Revenue Withholding
Tax, Social Security, and appropriate retirement andinsurance forms.

Any changes in the number of dependents should be reported to the

Business Office. At the end of each calendar year each employee will re-
ceive a W-2 form indicating total yearly salary, withholding tax paid,
and Social Security deductions.

5. Deductions

'.-
Listed.below are standard deductions t&zen from each employee's

paycheck. Upon request payments for health insurance'and.the purchase
of governmental bonds can also be withheld.

Deduction Rate

Federal Income Withholding Tax
State Income Withholding Tax
Social Security Tax

Retirement

Faculty are
provisions.
without any

As,requested
-As requested

5.85%

6.0%

Base

Full Salary
Full Salary
First.$14,100 earned
in`talndar year

Full Salary7:

covered by Workman's.Compensation and'Unpmployment,Compensaiion
These programs are funded by institutional contributions..
employee. deductions.

6. MiStakes or Questions

Any' errors in

the Business Office.
..,questions you ray haVe.

Ds Fringe Benefits
ebe

1. Social Security

or deductions should be reported promptly to
in the office will be. pleased to answer any

Twh. faculty are protected by-..Social,Securit.. Monthly deductions
of 5.85'4ercent are collected on the first-$14,100 of salary earned in

1974 and 1975.
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2. Retirement Plans

, A full-time employee Of the Board of Regents employed after March 6,

1971, shall ,participate in the State Teachei's Retirement System or the

TIAA -CREF retirement benefits system to the full- extent of his salary.

--West Virginia Board of Regents, May 11, 1971.

Full details of, both retirement options,. including brochures, are

available, from the Business Manager, who wpuld be pleased .to discuss these

plans with faculty members. The two retirement plans are briefly discussed

below:
0

(a) State, Teachers Retirement System
Facurty choosing, this option will contribute 6 percent. ro

of tlieir .annual earning (deducted monthly) into the

System fdr..itheir entiet working period in West .Virginia

public educational institution. An equal matching per-

centage is provided by the State. Retirement benefits

are :based on 2 pe ent of one's average salary for the

best five of his-1 st fifteen years of employment,

times the umber o years of service..

The .State'Teachers etirement System is offered through West Virginia

[.,
i.e schools and institutions of higher education. Its considerable retire-

merit .benefits hakes it quite attractive to faculty approaching retirement age

as well as to faculty with or envisioning several years. of teaching in the

State.

(b) TIM-CREF
West Virg; nia Tech matches the 6% contribution of the

faculty member with the cothined-Sum being- forwarded

monthly to TIAA-CKT for the pui^chase of retirement

benefits.. The. employee must choose one of four' TIM-

CREF options, with his choice hinging on,. the degree

he would like his retirement funds to be handled by\

a 'mutual fund investing 11-4 securities (CREF). Retire-

Ment benefits under this plan are contingent upon the

value of TIM and CHEF fund investments at the time

of retirement.
c.)

TIM-CREF retirement, plan has been widely adopted.

in higher education institutions andeis particularly

appealing to.-the young faculty member who envisions

considerable interstate employment. It., too, is based

on a 6.0% deduction matched by the institution.

3. Workmen's Compensation

All employees of West Virginia Tech are entitled to the, befits and

pret-..(Itiong forded by the WorlIfien's ..Compensation Fund. Any injuries on the

job, re.gerdl.ess of how small, 'must be repOrted to the Business Office

within twenty-four hours.
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4.:Group Insurance

In the Spring of 1972, ,-the State Legislature passed a comprehensive

insurance package which benefits State employees in higher education. -

Though primarily a health insurance, the policy includes term life and

accidental death and dismemberment insurance. The State 'pays one hundred

percent (100%) of-the insurance premium for each employee participating

in the program as of June. 30, 1974, and seventy percent (70%) of the
premium for one year for each employee signing up far this insurance
coverage after July 1, 1974. After one year of covered employment, the
State will pay one hundred percent (100%) of the premium. Participation

Is voluntary.

The basic medical care benefits,include semi-private hospital room
and board costs up to a maximum of 365 days; other hospital charges, a

maximum of $500 maternity and obstetrical.benefits, maximum coveted medi-

cal expense benefits of $1,825, and surgical services benefits equal to

usual, customary, and reasonable fees.

Th., major medical expense plan pays benefits up to $50,000, aying

80% of acitual costs after a rash deductibIle amount of $100 plus the amount

of benefits provided by the basic medirAl

All active, employees under age 65 will have $10,000 of life

insurance and $10,000 of Accidental Death and Dismemberment.

The above general descriptiorpis for information,onl. A booklet

providing complete explanation. of the State of West Virginia Group Insurance

Plan is available from the Business Office.

5. Total Disability-Benefit Plan
O

Teacher's ance and city Association (rIAA) offers a total

disabilitY insurance hich fac ty members are eligible for after the first

year on this faculty. e collage does not contribute to the cost of this

plan, but it costs approximatel $55 to $67 per year depending upon whether

or not your rdtirement plan is ith TIAA. After six months of total dis-

ability, thid'plan assures-mon hly income equal to-60% of, the first $1,500

of monthly salary plus:40% of monthly salary above $1,500, not to exceed

$1,500 monthly income benef.

. Arrangements fOr t insurance through payroll deductions can be

made with the Business 0 ice.

6.'Undergraduate Aca c Study

Full -time employ ='s of the West VirginiA Board of Regents and the

institutions under its jurisdiction, and-their spouses and dependent
children, shall be considered West Virginia residents for the puiloose of

payment of tuition and fees.
-

If an employee wishes released time to attend classes during the

normal work day, permission must be secured from the employee's immediate

superior.
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7. Graduate Study

Tuition ['rid vegular Les are normally waived for full-time members

of faculties of any West V. ginia.p6blic institution who register for ,,----

graduate study at West li,ginia Uniyersity,
MarshalI\University0-and the

West Virginia College of Graduate Studies. The 'requet for waiver of fees

must be approved by the apprbpriate graduate official. Student Activity

and Service Fees are normally not waived and must be paid..

8. Institutional Fait di3 for Academic Study

The institutiat ca-'Itellipts
at all times to secure funds to help

support graduate study for full-time faculty. When such funds are avail-

able, tille faculty will be advised and' encouraged to apply. Faculty,

nembers .who apply for Sabbatical leave for. the purpose of graduate study

should also apply for these funds if available so that funding can be

considered front either source.
'

9°. Faculty Sabbatical

When financial resources pe at least one faculty sabbatical is

annually funded. The following policy statement governs the. sabbatical

award.

Eligibility. No faculty is automatically entitled'to sabbatical

leave. The recipients cf sabbatical leaves will be selected by the

Faculty Status Committee according t e criteria approved by the faculty.

abbatical Leave Recipients:
Criteria for Seieciio

1. West Virginia Board of Regents Re ations*

a. Eligibility. Any pers' holding f ulty rank is eligible

for sabbatical leave after tht completion f at least six years

of full-time employment in any e state college Or university.

° After completing a.sabbatical lea e, a,faculty member shall not

be eligible until the seventh subs quent year..

b. Purposes. Sabbatical leave ,;}, be granted to a faculty

member so that he may engage in res arch, writing, study or

other activity calculate to imiiv -phis usefulness to the

college or universi

c. Conditions govewning the granting

The awarding of sabbatical leave is not

depend on the merits of the request and

ing in the college or
university at the

leave reconmendations will be presented

the institution to the Board of Regents

of sabbatical leave.
automatic biat shall

on conditions prevail-

time. Sabbatical
by the President of

for approval.

*Adopted: West Virginia Board 8f Regents, August 24, 1971. Effective 7/1/72.
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Sabbatical (Continued)

The presidents of the State colleges and universities may

develop appropriate criteria for determining the usefulness

of the proposed activityto the institution and equitable

procedures and standards for processing applications for

/eaves

d. Compensation. A faculty member on sabbatical leave

receive full salary for one semester of four and one

if months or half salary for two semesters totaling nine

months. If a faculty member's salary is not paid wholly

from state funds allocated by the Board of Regents, the

President sha.11 so inform the Board and justify his recom-

mendation for a sabbatical under such circumstances.

It should be understood by the faculty that no Special

funding of sabbatical leaves is provided by the Board of

Regents and that such funds must be taken from the regu-

larly apprypriated instructional-personal services budget.

Therefore funds must be reserved from the faculty salary

budget if a replacement is required, but need not be if

the department from which leave is taken agrees to absorb

the t thing load created,by the absence..

e. Obligations of the faculty member.

(1) An applicant f6r a
sabbatiftl leave shall submit

to the President in writing a detailed plan of

activity whidh he proposes to follow. Zhis pro-

posal should be submitted through the chairman

of the appropriate department and the School Dean

for transmittal to th President. Both the

chairman and the Dean shall indicate on the pro-

posal approval or disapproval and. whether or not

.replacement will be required. No recommendation

of sabbatical leave by the Faculty Status

Committee will be approved if these conditions

have not been met.

(2) In accepting a sabbatical leave, a faculty member'

shall sign a statement indicating that he is

aware of and agrees to all conditions of the

leave, including the, repayment provision.

(3) While on sabbatical leave, a faculty member may

not accept remunerative employment without the

written consent of the President or his designated,

representative. Fellowships, assistantships, and

similar institutional stipends shall not be

considered remunerative employment.
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e. Obligations of the faculty member.
(4) Upon return from a sabbatical leave, a faculty

member shall file with therePsident of the
college or university a written report of his

scholarly activities while on leave.

(5) Upon completing a sabbatical leave, the faculty

member shall return to the college or university

for three years, or repay the compensation re-

ceived by him during the leave. If he returns

for a period of less than three years, the
repayment shall be prorated accordingly.

2. Minimum Requirements of West Virginia Institute of Technology:

a. Leave for educational purpose must be for work beyond the

Master's'degree level.

b. No form of employment may be accepted during the leave

period that will interfere with the accomplishment of the

recipient's purpose for the leave, with the exception of

those stipends designated as non-remunerative in e. (3) above.

3. Criteria for Determining the Most Deserving Eligible Candidate:

A.'General areas to be included in the considerations of the

selection committee:
1. Purpose of leave. The proposed activity should be

considered in view of the value it would have for the

individual professional griowth and,contribution it

will make toward improving his value to West Virginia

Institute of Technology. The most likely reasons (not

listed in order of priority) for approving sabbatical

leave are:

(a) Advanced education toward a degree above the

Master's level. Preference to be given to the

candidate who will complete the work for the

advanced degree during the leave year.
Information relative to candidate's potential

completion of the degree must be furnished by

candidate's Academic Advisor.

i(b) Advanced education not to be applied on a

-degree. Preference to be given to the candi-

date doing work to update or improve his

knowledge in a field he will be teaching in

the immediate future as certified by the

President.
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Sabbatical (Continued)

(c) Scholarly research. A qualified faculty committee
should rule on the merit of the candidates proposed

research. /Preference should be given to the candi7
date whose research could not be carried out at
West Virg' 'a Institute of Technology.

(d) Scholarly writing for publication. The merit of

the proposed writing should be determined by a

qualified faculty committee.

(e) Related travel. loNualified faculty committee

should rule on the merit of ,the candidate's

proposed travel. It should lead, to scholarly
research'or writing, or in some way enhance the
candidate's professional growth and the contri-
bution it will make toward improving his value
to West Virginia Institute of Technology.

2. Continuous years of service at West Virginia Institute of.

Technology. The purpose being considered equal for
several candidates, preference should be given to the

candidates with a longer period of service at West
Virginia Institute of Technology. A leave of absence

is not counted as a year of service, but does not
breakup continuous years of service.

3. Academic Rank. If the candidates are of equal merit under

areas (1) and (2), the candidate holding the higher academic

rank should be selected.

4. Potential of candidate. In case the candidates are of equal
merit according to areas (1), (2), and (3), the decision as
to the recipient should be based on the,Faculty Status

Committee's opinion as to the potential of the candidate

for successful attainment of his goal.

B. Time Schedule

1. Deadline for application. The candidate must make formal

application including all information to be considered by

the Faculty Status Committee, not later than December 15,

for a leave to begin the following September.

2. Deadline for Faculty Status Committee Decision. The Fac-

ulty Status Committee must make its recommendation to

the President and inform the potential recipient and all

alternates of their decision not later than February 1.



Sabbatical (Continued)

3. Potential Recipient Decision. The potentiar recipient
should' make a firm decision on acceptance or rejection
of the leave as soon as practical. This is necessary
to allow the allege maximum time to locate his replace-
ment on the faculty, or, if he cannot accept the leave,
to allow the alternate maximum time to complete his
arrangements for leave. The potential recipient must
make his decision not later than March 15, or within
10 days after official notification Of granting of the
leave if this is later than March 15.

C. Alternate Candidates. The Faculty Status Committee should
rate all qualified applicants in order of priority as
potential recipients. Each candidate should be notified
of his position on the ,list. This list should serve as
the order of preference for alternates if p imary candidate
cannot accept the leave.

D. Re.. t of Sabbati 4e Award. Upon completing

sabbatical leave, th culty member shall return to the

institution for thee years. If he does so, his financial

obligation is er If he returns for two years, he

must repay one- of the amount of the award, if he

returns for o 'ear he must repay two-thirds of the

amount of t award, and if he does not return after the

sabbatic- eave,he is obligated to repay the entire

amount o the award. In accepting a sabbatical leave,

a fa- ,.; member shall sign a statement indicating that

he i- - are of and agrees to this repayment provision.

E. Completion of Sabbatical Leave. Upon completion of a
sabbatical leave, a faculty member begins accruing time
toward eligibility for his next sabbatical as of the
date of his resumption of full-time teaching.

63

57



A. Secretarial Services

IV. A EMIC SERVICES
N
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Secretarial services are available in each major academic building for

faculty use. In addition, there is a centralized secretarial services

office in Old Main available for the yping of institutional correspondence

and for the duplication of tests, sy labi and other classroom materials.

In general, correspondence will be , iled the same: day it is dictated;

however, at least two days should be allowed for the completion of dupli-

cated materials. Immediately prior to mid-term and final examinations

when the work load is. heavy, additional time may be needed.

B. Communications

1. Telephone Service

la. Campus Calls: Campus telephone service between most of the

faculty offices is provided by a Centrex System. Any campus

office having telephone service may be reached by dialing

the four digits of the extension number which appears in

the campus telephone directory. A new directory is compiled

each school year shortly after the opening of the fall term.

Copies are dis ibuted through campus mail, with additional

copies availab at the switchboard, located in the

Secretarial Se ices area of Old Main.

b. Local Calls: With the Centrex, outside calls may be placed

by the first dialing 9. You may then dial the number.

c. Charleston Calls: Some extension telephones in all campus

buildingS have access to leased lines to Charleston, West

Virginia. Ask your Department or Division Chairman where

these extensions are available to you. Calls-from these

extensions to the Charleston area may be placed by first

dialing 8. You may then dial the Charleston number. Calls

to Charleston should never be made over long distance lines.

d. Long Distance Calls: Personal long distance callsre
permitted on school telephones only when they are charged

to the caller's home telephone. Long distance calls for

school business are to be approved by the Department or

Division Chairman, whose budget will be charged for such

calls. A written record needs to be kept of all long

distance calls.
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2. Postage

The postage meter in the Business Office may be used to frank mail

which is being sent out as official school business. Mail which is to be

sent Air Mail, Special Delivery, or Registered should be plainly marked.

All college mail should be delivered to the Business Office unsealed as

this is the only way that it can properly be put through the postage meter.

Mail destined for campus distribution requires no postage, but

should be marked as such and will be delivered along with regular mail.

Student mail and notices should be marked "Dormitory."

The College cannot provide postage for any personal mail.

(- . Mail Service

Mail for the college is brought from the post office at 8:30 a.m.

and 2:00 p.m. each school day and distributed in the faculty mail boxes.

The mail boxes are on the first floor of. Old Main. Outgoing mail is taken

to the post office at noon and at 4:30 p.m. each school day.

Outgoing mail may be dropped, unsealed, in the window near the mail

boxes in Old Main or in designated pick-up boxes in other buildings.

C. Textbooks

All textbooks and instructional supplies for sale to students must be

ordered through the college Bookstore. Under no circumstances will

instructors be permitted to order books or supplies directly for subsequent

resale.

Desk copies of textbooks Can normally be obtained from the publisher.

Desk copy request forms can be obtained from the Bookstore. Faculty mem-

bers are urged to request desk copies from publishers in advance of their

need. However, when time is not available to do this, the Bookstore will

provide a desk copy on condition that it be replaced with one obtained from

this publisher by the faculty member. Desk copies from the Bookstore not

replaced within 60 days will be billed to the facility member.

The textbook needs for each department or division should'be submitted

by the'Chairman. Special blanks for this purpose are provided the

Bookstore. Requests should be submitted well in advance in ord- t the

materials may be in stock when needed. Needs should'be estimated oriServa-

tively; the Bookstore operates on a very narrow margin of profit,

consequently any large accumulation of unsold texts becomes a serio s

problem.

As a service to students, the Bookstore frequently purchases usedcop es

of texts currently-in use on the.campus. In order to avoid unnecessary

losses from this source, instructors who are planning to adopt a new te

should notify the Bookstore.'Manager as early as possible.
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Guidelines for Effective
Bookstore-Faculty Cooperation
(Issued February 19, 1974)

4041p

A critical problem for the faculty member is failure to have sufficient

textbooks at the beginning of classes. .The 'bookstore has two critical. -44°

problems: (1) failure of faculty to replace desk copies "borrowed" from the

bookstore, and (2) over-stocking, which requires time consuming effortlto

return books to the publisher.
two

44

Better cooperation between faculty, academic administrators, and

bookstore management. could partially alleviate, although nothing' will

absolutely solve, the problems.

Careful following of these guidelines should bring about much improvement

for-bookstorel'faculty, and students.

1. Guidelines for Bbokstore Management

a. Rcognize that the bookstore is a service function with.a

first responsibility to see that every strident in every ,

course who wishes to purchase a text can get one at the

beginnihg of classes. This will inevitably mean that some,

excess stock will be on hand.

b. Accept book adoptions and requests for supplementary

materials (paperbacks, workbooks, to..) from department

orATVision chairmen only.

c. Recognize that chairmen present bookstore with adoptions

and projected enrollment only._ These projected enrollments

are not to be construed as, orders.

d. Bookstore should provide sufficient texts to meet projected

enrollment. If this seems unwise to store management,

chairman should be consulted before reducing proyisipn.

e. Make more use of predictive data available, such as pre-

registration data and enrollment by classes r past five

years. A copy of each of these print-outs sho be

forwarded to the bookstor at the 'earliest possib moment.

(The Computer Center sho d make some effort to co e

pre-enrollment with actual nrollment by departments in

order to provide a predicti factor.)

f. Require written permiss
direCtor and Dean bef

ordered.

If titles or sttipplemen
first ...d4 of clasSes, p

wishing the book. Faculty wi

having books, to register. Re

the third day of classes.

g.
re q

vide

ti
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h. Faculty members reguesting desk copy from7the'bookstcre must

pay cash with the understanding full refUnd will be Made upon

return of a comparable copy.

i. In serious ,emergency about desk copy,, chairman may obtain

one by submitting requisition approved by the Dean.

j. Apprise chairmen of publishers who permit return of only 20%

of an order.

k. Notify Library of each new adoption, inauding,new 'editions.

Librarian to obtain copy for closed reverse by the time of

classes.

1. Give faculty a prior warning date textb9ok orders Will be

taken. Amonth to six weeks notice would remind.faculty to
review textbooks in time for sound decision. (Some problems

occur because faculty members hav&made a hasty choice and

discover atextbook is not satisfactory.)

2

. 41
Guidelines for Chairmen

'a- Have annual discusSion of, textbook problems at divisional

or departmental meeting.

(1) discuss problems of bookstore
(2) discuss problems of faculty

b. Make definite policy on choosing texts for, courses having

multiple sections. Use of the same textbooks in all sections

appears desirable_ from the st dp0. t of students and bookstore,

although it i8 not-necessarily t host desirable from faculty

standpoint. Where single book is chosen all faculty should

participate in its choice.

61

c. a. courage careful review of new texts bdfore adoption. Remind.

fa ty early that reviews should be made.
A

d. Revie_ annual data on e 11Ment by 'classes pridr to,projecting

enrollm= t for bookstore. Also, consult pre-regidtration data
(appropri te sections of hese data will have to be made

available:

.e. Discourage ecessarily frequent phanges.of texts but not to

extend that initiative and desirable'dhange is thwarted.

f.. Retain a copy of your bookstore tequests.and compare ybur pro-

jected enrollment with actual enrollment.
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g. Encourage faculty to.crder their own desk copies as soon as

textthas been chosen. Remind them of necessity ',to order

desk copies of collateral material such as answer books and

,workbooks.
.

h. Discuss book Policy with new faculty members as soon as

possible. If text. for a new aCulty member-must be ordered

before he can be aonsuIted, division -or departnen4 should

obtain a desk copy from the publisher so the faculty member

will not have to buy one from the bookstpre.
.

i. Chetk with bookstore after beginning of Classes to see

whether texts are moving. Relate what is found to "

appropriates' faculty.

_

3. Guidelines for Faculty -

u.have,reasonto believe enrollment in One.ofyour

`plas &Inas,' increase or decrease, convey that information

to yo -0.11a.irmari at time-ok book order.

Almost .,all- publishers will'provide you,with a desk:copy.

as, soon aS'text'is adopted.' It is your respon6ibility

to order'. the dek copy at time of the adoption. Only

.0:e.emergency can justify purchasing a desk copy from

the bookstore and must have approval 'of your chairman

because '-your failure tc(repjace the,book will result

in depletian'of department funds.

c. Review texts'completely before adopting. This will

avoid adopting.an.UnsatisfactorY.book.and,demanding.
4 change, which; work undue hardship on students

and the bookstore.

d. When ordering desk". copies remember to ordentopies.of.

any collateral.materiel reqilired of. student's such as

workboolcs or paperbacks.
,

e. Ifcollateral material is required of students, make

some effort to.sed that they'purchase -it. The best

way is' to give,an announced quiz.. on a section of

the material: Students will buy it then.

f. If you absolutely d6 not intend to use a book that

,has been adopted, for one of yodr'sections, or if

you intend to tell. students tYlptbuyingthe book is,

optional, tell tie bookstore manager,'giVe him-your

course number and section, so'that-lieMayreduce

"'the order accordingly,.

r
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g. Text v .Fare becoming very 'expensiVe. Please try, to

avoid unnecessary changeS. Remember that 61.),,r stadents

are not wealthy,

h. Texibook shovtages. e inevitable, but shortages should

be minimized. CoOperation- along the lines suggested

;above will bring about much improvement.

'shortages ,ccur; tell ,diudent's to sign up:attile

bookstore. Also, request your chair' man to determine

whether enrollment was greater than projection and

notify you. and the bookstore .

j.:If you plan to require supplemental supplies or materials,

bookstore mUst be given advance notice through your

chairman to permit effective stocking.

^
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D. Office Supplies . \/,

. \

, -._Stationery), pe ink, esk blottefs, paper clips, and other offi e
supplies may be obtained from he inventory and supply, clerk. A special
requisition form is available for such items:frF the Chairman; whq turn
may obtain copies from- the Su ply Roormlecated in Maintenance Building.

. These items will be issued o y upon requisition by the Chairman *rid wil
e charged' to the Department s or Division's Nrrent Expense-Accolint.

i
4

,
r ,

'.
1

''-VGrade books may be secured as

*

needed from each Dean/s Office. '

E. Printing Services and Policies

'Printing Managementsis foremost an academic enterprise. such,
aca, mic responsibilities have first priority. Production work is an
auxi iary service and must be properly controlled to avoid interference
pith ademic goals and to assureNfairness to all interested parties. .

64

It s ould be recognized that the scheduling-df-elasses and laboratories
throughou the'day disrupts routine use of equipment and production manpower
that woul ordinarily-be found in a commercial shop-. ,Printed matter
published b < the Printing Management faculty -I. = -..r -. 'bylstudent trainees

.

.qwho rarely d velop commercial quality skills prior7 to graduatio.m-

Production controls provide maximum production of institutional printing
consistent with the resources assigned to this function. Ta-assure the
necessary production dontrols consistent with institutional policy, to
establish production responsibility ana to cure faiognegs to all, the
following policies have been established. - 1

What Can Be Printed

a. 'Letterhead stationery for faculty and administration.

,(Letterheadswill.be limited to academic school and
department for faculty; appropriate office will be
used for administration.) \

. Standard Forms. (Receipts', ledgers:, applicaticinjo
etc.) u

, --,,,:,

.c. Advertisements or'posters for 9empus ev open to.
,-.all students'and faculty.

d. Newsletters fOr professional dent organizations.

e. Newsletter headings for social Student organilations.

f. Curriculum pattern sheets enlarged to 8 1/2"
for academic departrcents:-

7 0
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h. Covers for academic or 'institutional reports:

The binding of academic or institutional reports.

j. Music programs, Play programs, Formal invitations for

college functions.

k. Student recruitment folders and brochures for the

-
institution and its schools and departments.

1. EnrollMent'statistics, academic calendarsr the college

catalog, the student newspaper, student,handbooks,
class schedules, and other administrative literature
necessary' for the dissemination of information to
members of the college community.

T. A limxfhimount of printing will be permitted for
Printing Management faculty And Students; but this
-does not include gifts or f4ors for friends or

relatives. Pi Alpha Psi, professional,printing
management fraternity, will be permitted an annual',

fund raising project.

NOTE: Any copy dealing with Student recruitment, college policy, or any

Mattel; reflecting on the publie6image of the college must be approved by

ti
the full"Publ.tcations Committee: LikeWise, any copy to be painted by

an outside print shop with state monies must be approved by the full

Publications Committee.

2.-What Will Not Be Printed

a. Academic, ins itutional, acadeMic school or college, and

C`, departmenta 7-ports unless directed by the President.

b.'Prtnting...ror the private use of indiidual students,
facaty, organizations or firms unless directed by the

.President.

c. Campaign material for. student elections.

d. Vewsle1 ers for social organizations,

e. Any ma erial which is rejected by the Vublications
CCmmitee or the Printing Management faculty.

3. Printing Chargeq

a. No printing Charges are assessed fOr institutional printing.

b..Campus,organizations will be charged for 411 supplies used

at a rate of:cost plus ten percent. Billing will be through

the BusineSs Office.
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4. Propedties
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a. All copy should be submitted the Public Information Office
with a properly filled out printing request, form. Additional

forms may be obtained from the PIO in Room 123, Old
'Completion-of the required inf tion on the printin request

form is essential to effective s --*ulin: In complete quests

will be returned to the originator for co swletion.

b. The request will be either approved by the
Diredtor as a representative of the Publicati
the full committee in the case of extra larg
jobs. If disapproved, appeal can be made to

c. If approved by the Publications Committee, the

be printed on a schedule determined through n
established by this policy. All i are p

come, first-served basis. Needs sho

advance. Imminent depletion of stocks
a reason for giving one order priori

submitted orders.

lic Information
ns Committee, or
or complicated

the President.

material will
pessary criteria.

inted'on a first-
anticipated well in

11 not be considered
er previously

-d. At the discretion .of the Publications Committee, a printing

request can be referred back to the initiator for preparation

by spirit, mimeo,.or multilith methods. This decision can be

appealed to, the President. d.

I

e. Before initiating a printing request, the initiating individual-

or organization should carefully evaluate-the purpose of his

'publication and its appearance 'requirements against the possi-

bility of producing the material by multilith. Multilith

masters are readily available and produce very professio al

appearing printed matter by judicious use of attractive IBM"

typefaces available from the PublicsInformation Office. Faces

available-include roman, italic, boldface, and sans serif.

°An alternative to typing directly onto a multilith master is

the Xerox method. Copy is typed directly onto a standard sheet
of paper, then reproduced onto a metal or paper master with a

.Xerox machine. This method allows the inclusion of drawings,

art, and even some pre - screened' halftones. The initiating

person or. organization has complete pontrol over the final

appearance of the printed copy, since the master is prepared

in his office on a standard IBM or other typewriter.

. Deadlines

Printing requests received after June 10 will not be scheduled prior

to August.15. Delivery cannot be 'expected prior to SepteMber 15. Catalog,

football program, and student handboOk material to be printed in the summer

,,should be submitted by April 1. The following copy submission deadlines

are applicable.:
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a. Two weeks standard size (8 1/2"'X 11") posters, formal
invitations, business cards, stationery,, place markerS,
programs, standard business forms, etc. No press runs

over 500. No illustrations or photographs. All copy

must be'complete when submitted. No copy over 300 words.

b. Four weeks - copy 'over 360 words but less than 1500 words.
Copy, with 3I-5 illustrations. Unusual sized posters,
ptograma, folders, or booklets. No press runs greater

than 1500. All copy complete when submitted.

c. -Six weeks - copy with less than 3000 words.' Copy requiring
other than standard color or weight .pa. Copy requiring
more than one printed colcr. Copy requiting more than 5
illustrations. No press runs greater than 5000.

Greater than six weeks - copy which does not meet any of
e'above criteria. Any person havingSuch copy should

co ul-tthe Public Information Director at least three
months p r to the desired publication date. Special
arrangements .11 be made by him.with*the Printing Manage-
ment Department the Dean of Human Studies.

6. Copy. Preparation

a. All copy must be submitted in double-spaced typewritten form.

b. If any specific layout is-required, the typewritten copy must.
be accompanied by a pencil dummy layouts Do not attempt, to

submA a layout-in typewritten form; these are too hard for
typesetters to read.

c. Appropriateness of layout is subject to approval and/or
revision of the Public Information Director. Layout appeals

may be made to the President of the institution.

67

7. Proof Reading Policy

a. The Public Information Director is charged with proof reading
all materials approved for; publication.

b. Th Public Information Director will proof galleys against
co 4 He is responsible for the correction of any-errors

9 in the galley proof not present on the original copy.

e. The Public Information Director should correct all grammatical
errors in original copy. Ultimate responsibility for the
elimination of these errors rests with the originating
individual.
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.d. Cal ection Of factual errors in-the original copy is the

res sibility of. the originating individual. .

e. To prevent errors in the final publication, the originating

ind vidupl shall be afforded the opportunity to examine

gal ey proofs if he so desires. Failure to request galley

p 4,4Dfs 'does not shift proofreading responsibility to the

Pr' ting Management faculty.

f. If e originating individual requests galley proofs, after

rea ing and correcting them, he shall initial the galley

s and a 'Woof Approval Card." His initials shall be

interpreted by the Printing Management faculty as approval
to make the corrections noted and proceed with production.

g. Proof galleys and "Proof Approval Cards" shall be returned

to the Printing Management Department within five days of

receipt or one week prior to desired-delivery, whichever

is sooner.

F. The Vining Library
.

Te6h new Vining Library is one of the most modem and accommodating

library tructures in the State and region.
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1. Acquisitions

All faculty are strongly encouraged to participate.in the library

acquisition program. The responsibility for building and maintaining a

comprehensive and up-to-date file of libtary reference materials rests

primarily with the entire faculty. A faculty member who wishes to

recommend the purchase of any books should first sequiT a quad- form from

the library and fill out such needed information as the author,'title,,

publisher, awl price. After the recommendation form is approved either

by the Chairmanor by the Dean of the School, please send the form to

the library for preparation of the requisition. As soon as a book has

been received and catalogued, the peron who made the request will be

notified that the book is ready for circulation.

Requests for new periodicals are similarly handled and may be

submitted to the Librarian any time throughout the year. Periodicals,

however, are usually ordered once each year--the subscriptions punning

January 1 to December 31.

2. Reserve 'Woks

from

Faculty members may put books on open or closed reserve when it

is felt that there will be extensive use of these books by their students.

The Library should be informed of reserve book needs at the beginning of

each semester.
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3. Circulation

Books in the general collection may normally be withdrawn by
faculty members for-"a semester with the understanding that if the books

are needed for reserve or by Students they will be returned at the

request of the Circulation Department.

4. Inter-library Loans

The Tebh li ary participates in an.inten-library loan program

through the Lihr Commission in Charleston. There is no charge for

this service wh acquisitions are made from other West Virginia colleges

and universities. However, when materials are obtained frail institutions

in other states, the Tech library will still supply its services free

but must be reimbursed for the fee charged by the supplying institution.

5, Other Services

Photocopy machines are available for use by faculty and students

at a nominal charge. Fifteen study rooms in the new library are avail-

able for use by faculty and senior students, and carrels are available

for use at any time.

G. Center for Instructional TeChnolOgy

The Center for Instructional Technology, an outgrowth of the former

Educational Media Center, has been established-to assist the faculty in

the teaching process. Located on the third floor of the Vining Library,

entrance is by way of the arched bridge on the south side of the building.

The staff of the Center is available to each faculty member. Services'

are provided in the following areas: Designing and structuring courses;

Securing educational materials, including film rentals; Producing educa-

tional materiaIS; and Loaning and operating educational equipment. A'

Curriculum Materials collebtion representative of those materials used

in adjacent county school systems is provided for methods teachers and

student teachers in the field of education.

1. Media Materials, and Film Rentals

The Center maintains a-permanent
materials;

16mm Motion Plture Films
Filmstrips
Records

collection of the following

Tapes
Overhead Transparencies
Slides, Maps, Miscellaneous

A complete list of titles and content of above materials is

available in the Center as well as related reference materials

and rental film catalogs.
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A budget is maintained by the Center for film rentals by faculty

members.' The Center will assist in ordering and returning rental

films for use in college classes and activities. Faculty desiring

to rent films should contact the Center at least three weeks prior

to the desired show date to allow adequate time for scheduling,

shipping, etc. 'Faculty will be sent confirmation slips and nOtified

of film arrival. Arrangements should then be made with'the Center

for showing.

The Center will provide facilities for previewing

films, filmstrips, slides, tapes and records.

2. Equipment

and auditioning

The follOwing types of equipment are availablen request for

instructional purposes.

Projectors

1. 16 mm Motion Picture- -
both automatic and
manual threading

2. Super amm Reel Sound
3. Super amm Film Loop
4. 35run Filmstrip
5. Sound Filmtrip Previewer
6. 2" x 2" Slide Carousel

'-'' 7. Tape-Slide Combination
3 1/4" x 4" Slide

9. erad -

10. Opaque

Record Playets

1. Monaural'
2. Stereo

Tape Recorders

1. Monaural.
2. Stereo
3. Cassette

Screens -' Portable tripod

.Public Address System -
Portable

Portable TV Equipment

3. Equipment Maintenance

A full-time technician is available in the Center to

maintenance for all audio-visual equipment belonging

institution. Any malfunctioning of equipment should

to the Center. Projection bulbs are provided by the

will be supplied upon request.

4. Local Production Services

a. Overhead Transparencies.

provide
to the
be reported
Center and

Produced from original drawings, boqks, m4gaines, masters,

and other graphic materials. Transparencies can be produced

in black image on clear background, color image on clear,
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black on color, negative image on black, frosted image on clear,

or with overlays" in above combinations. 3M Transparency Masters

in most subject areas are available in the Center for quick

transparency production on the Thermofax machine.

b. Audio Tape Recordings

Tape to Tape
Voice to Tape
Record to Tape
Tape Duplication

.Compound Voice-Music
Monaural and Stereo Taping
Sync Pulse for Remote
Projection

c. Thermal Masters and Duplicating

Both thermal spirit masters and thermal miAeo masters can be

produced from original drawings, writing, typing, books, magazines,

and other graphic materials. Copies can then be run in Secretarial

Services.

Id. Television - Live or Taped

Prior arrangement of at least 72 hours must be made with the

Director for use of video equipment and playback. Operation and

loan of television equipment will be limited to the Center staff

unless explicitly authorized by the Director.

e. Photography

2" x 2" color or b
This service requires

5. Request Procedures

ack and white slides; prints, copy work.

advance arrangement with the Director.

All materials and equipment may b

request and signature of a faculty

requesting faculty. No equipment or

Center without this authorization,

used by the Tech faculty upon

er or a person designated by

terial is to be taken from

<:4

ver the counter requests will be illed if materials and equip-

are a 'lable. However, to 18sure availability of desired items,

,req St bssho be made at least 24 fours in advance. Delivery of

equip nt and ma -rials onm-campus will be made upgn request. However,

advance otice sho l. be given to allow time for such arrangements.

o

'Projec .nists can be supplied by the Centerkhowever, most

equipment is sim e to (D.-rate and faculty will be expected to operate

reqmested equipment -= elves whenever possible, The Center staff will

be glad to provide necessary training in operation of equipment to any

persons desiring it.

77



72

Requests by students for use of media equipment and materials must

be related to college class work. Students may use materials and equipment

in the Center at any time. Materials and equipment may be checked out of

the Center by students with approval of their respective classroom faculty

member and the s tune of the student. Students checking out equipment

must be ab demonstrate
proficiency in operation of said equipment.'

Off-campus requests will be honored if made by faculty members or

tudents with an authorized faculty signature. On-campus requests will

.have priority over off-campus requests.

H. The Learning Center

Th:hLeeaRrenaidnigngClilatblelsoicganteeddtrioe::::::::::laisse

obpoetrih trlaadliIng

reading d study skills. There is no fee charged for any service.students who are having academic difficulty or who want to improve their

d in the Learning Center are the Reading Lab and the Learning

speed and comprehension, is staffed by a 15rofessional reading specialist

and an associate. The purpose of the Learning Lab'is to help students

develop their study skills and to assistithemwith individual classes.

Tutorial help fir several classes in which freshmen haveAifficulty is

provided.

.

'',.

Faculty strongly encouraged to refer students to the Learning

Center. S, aff members are
available to consult with faculty on potential

referral .
----

In a dition to the Reading and Learning. Labs, included in the Learning

Center re three special academic programs
funded in a large part by the

United S te lffice of Education. They are: Upward Bound, a program for
__

high school aged economically-disadvantaged
youth with college potential;

Special Services, a college level academic assistance program for students

with low incomes; and the Veterans Institute Program, which provided both I

college prep and h'gh school equivalency curricululeading to college

entrance and compl -ion of the G.E.D. exam for issang of a high school

diploma.

The Learning Center also housee facilities for adult basic eatiCatio

through cooperation with the State Board of Education and Fayette Co

Board of EdUtation.-_ These services are available without charge to the

residents of West Virginia who wish a high schdlol diploma but are/beyond

high school age.

) e objective of the Learning Center; is to provide academic support

serve es for the whole Tech
community,: All facilities are open to

faculty for examination and suggestions for their improvement.
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I. Referrals

73

If a student is in need of career counseling, a faculty member should
refer him to the Office of Career Planning and Placement, Room 321, Old
Main, for assistance, If a student'is in need of personal problem
counseling, counseling services are evailable through the Office of Student
ii.ffairs and referrals are welcomed. If a student is in need of 4 tutor,
reading assistance, or improvement of study skills, refer him to the
Learning Center.

79
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V. INSTITUTIONAL SERVICES

A. Parking .

74

.very effort has been made to provide parking 'fpr fac ty and stag

at the nominal fee of $3.50 per year. Parking regulations are minimal

in number 'and are applicable to all Thembers of the Tech mmunity. Re-

sources derived from parking, fees are,used to improve and maintain

smooth parking and traffic flow on the-campus.

1. Registration, All faculty, staff, and students desiring to

park motor vehicles, including motorcycles, need first to

register them through the Office of the ALsistant Business .

Manager. A parking sticker-is provided c1 must be displayed.

Special parking places are available f# guests visiting the

campus. Visitors should contact the enior Security Officer

on duty by Old Main. Visitor parkin: permits are available

in the- Assistant Business Manager's Office.

2. Parking Areas. Parking is allow wherever spate is available.

'Parking is assigned to faculty, staff, and students. Each

parking lot is marked accordingly. Overflow parking can

usually be accommodated in the Science, Hall parking lot or

in the lot west of the football field.

3. Campus Traffic., Violatilois include: Parking in a prohibited

area,'Speeding violations (in.excess of 15 mph), Failure to

display parking sticker, One way violation, Improper parkjmg,

Reckless driving and Littering.
.

4. Violations of municiphl and state regulations on driving and

parking are matters etween the individual, and the proper

authority. Viol ins are sent to a local Magistrate's

Office for enfor ement.

A full listing of parking regulations, procedures and'violation

penalties is available through the Business Office.

B. Cultural Events

( incl

a. , and
general

y are admitted free ercharge to all student activities.

films, lectures, art displays, convocations, coffee house

i-concerts) except for major concert series,which require

ssion fees.

onvocation Series - concerts, lectures, art exhibits and other

Programs are presented for students, faculty, and friends of the college

during the School year. The Convocation Series also Cooperates with the

Charleston Community Concert Programs and the Charleston Symphony

Orchestra Series.
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Information rel4tive to the Tech events as Well as the Charleston

events is publish0 in the Tech Bulletin' and the Tech Collegian.

Information,mgy also be secured from the Director of Public Information

or the Office of Student Affairs.

.C. Athletic.Events

Admission to Tech athletic events is free to members of the faculty

and administration and their families. Athletic event passes are pre-

,
pared ana distributed by -the Director of Athletics.

D. Use of Campus Facilities

All campus facilities are available for use by all members of the

T'ech connmnity. If a faculty meMber wishes to use a. facility, he should

contact the person esPonsible for the facility (e.g., Physical Education-

Room-Director of Food Services; Classroo-Registrar). EanNfacility.

has varying regulatiOnS concerning its use, and information i,elative to

such policies cam:be secured from the perSon responsible for the facility

or,the Office "of Student Affairs.

1. Tech Centdr

The services and facilities provided by Tech Center are as foll

(1)jood Service ,

(4)-Conferent'e Room

(2).Billiard-Room (5) Bookstore

(3) Ballroom

Reservation for space,for eventsheld in the Center must bemade'

with the Director of Tech Center, and the arrangements for food

ortrefreshments required for eVentS,must be made with the Director

of Food Service. Tech's food-service is-contracted-to Custom-Foods.

All Tech Center rules and regulations,aS well as guidelines for
, ..

/holding events in the Center are contained in the bylaws of Tech

i flenter. Copies of the bylaws May be obtaihed from the Director

-. gY1 of Tech Center. .

2. PhySical Education Building
4

The Physical Edudation Building may-be used by members of they

faculty, administration and students, during the designated recrea-

tion-hours. Thefacilities'of the building include eie weight'and

exercise room, gymnasium', auxiliary gymnasium, and swimming pool;

the hours for each facifity vary. , The recreation hours arkIcgted

in the Physical Education Building and are subject to change in

the event of spec /'..1 student events, such as intramural games or

concerts.
\
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3. Tennis Courts

There,ar.e four t 1 is courts ava lable for use by student and

faculty. Tennis eam practices and games have priority in the

use of the courts, and 41 ers f the Tech community have

priority over fribnds if th- "ollegT:

(

E. Cashing Checks
..

Checks may be cashed at e Tech Center upon presentation of Tech

identification. A fine of rive dollars isichargedJor-each check
.

,- e

returned to the College. .

F. Fund for Floral Offerin

West Virginia Tech operates a flower fund for deaths in the immediate

tamilic-3 of faculty and administration: Each member of the faculty and

administration is asked to contributes $2.00 in October. When the fund

falls'below -,25.00, (the limit for each floral offering, another assess-

ment of two dollars is made of each member).

Immediate families are defined as follows: the individual member,

spouse, children, .member's parents. For brothers or sisters of faculty

(Ind a nistration,. a sympathy card is sent. b

--It is the responsibility of each member of the faculty and adminis-

tration to inform the Vice President in the event of a death in the

immediate f .1y.

G. Faculty Housing and Garages
dry)

1. The Colleg, s, or Otherwise controls, approximately 33 housing

units which are ay.,11.lefor renting to faculty and administrative

emplOyeea of the college. All faculty housing is operated on a'strictly.

non-profit, Self-amortizating, self-maintaining basis. Rents are set

at levels which are necessary to operate and maintain the respective .

units and to retire any outstanding bonded indebtedness. All units are-

'tedon an unfurnished basis; L

2. College housing, units are"for the sole use
of instructional and

administrative employees of the c011egP. Units are'not to be subletin

whole or'in part by the'official lesSee, with the exception of faculty

members on leave of absence. In.any event, adMinistrative approval will

be required in advance before\such arratIgements may be completed.

3. The painting of;all'apartments, either by the occupant or by the'

college, will be under the supervision of the Superintendent of Buildings

and Grounds. The.frequency and extent of interior painting and floor

refinishing will be regulated strictly in accordance with the availability

of funds. Occupants who desireomore frequent painting will be expected'

to supply their own paint and/or labor.
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$1.'' If The occupants of the Faculty, AOartments are remin

fathi are living i e lose proximity in a'building'wh

P Fundamental haideration for the rights Qf 0/4

family abide by the few regalations which are

ie
apartment .b

, the night.

b. The volume of

it*
d that thirteen
is not sound-

ers requites
deemed nedessaryf

of the,

g Should mot be continued late, into

be kept dow..
their awn sets

record players,,radioP, and TV sets spould.

Your neighborsylay, Want to listen to

Chijdren should notb4a1I
1,

and roller katein t76 ap
the, apart t below,4r appreci

. Children not-pe 4' tted to

the-f e escapes y-, ire .

the event of a fire. -\

d to wrestle, Unce
,

balls,

efts. You have to bein
e this .

play in the attic or o
capes are to be' used

_

e., Because of housing conditions, occupants are a,skedrgit-:-

to,keep'pets.that might annoy other residents,--

reason'

5. When-active elnploymee44 by the college has be n terminated far any

(by-resignat±on, discharge, retirement, ond th) the occupied

housihg 4Mit must be,Va.cated withina reasonable,lengt of time:

6. Garages are available only, to th6 occupants of th Faculty

Apartment BUilding. G.eagesare not assigned to specific artment

tenancy atrthe time, a vacanCy. occurs. -This does not imply gat persons

who are presently occupying garagpp may use their period of t cy as'

.a, priority determinantltb acquire. a garage more to a eirliking

: 'Advising Student-Organizes tons
, .

Studeht orgarlIzations frequently request faculty

Iapulty adVistrs. Tech encourages members ofthefac

students and studeorganilations. A faculty adv

°-411i9 to assist the group to gain and maintairilit

student organization; 0 to be familiar with in

involving individual affd.group bonduct, andTo

organization in avoiding breaches of those re

advise the organizatibrnlas to he* it may a

purposes. . .

ers to becote:
td wotk-WithQ.

s expected:

us a recognized #

tip. regulatioris.
st-members_of the ctt,

pns; .and 3) to

is stated goalaand'

' J1110.Dean of Students' °Officliois pleaSed tb°wOrk with-facultyoadvisers.

Copies of "Student Itipts,, '12'esponsibitities.: andRe ations" are available

through, this office.
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I. Chaperoning.

Faculty membe frequently accept invitations to,chaperone.

:78

wst occasion pose no problems foie; .chaperones;- occasionally they m* be

called:upbn to'aleal-w4h.d specific problem. To assist chaperonethe

following guigeline
institutio re.

(See "Student
the Dean of Stu

Lablishcd: He ShoulH be familiar with

tions pertaining toindilidi4a1 and group conduct

ts, Responsibilities and Regulations'," available from

e7tsi Office). He sh d be present during the entire

event and call, to the attention of the student(s) in charge of the

event, any observed violations of regulations and policies and assist

in the enforcement f such regulations when necessary. He should;

furthermIte, make commendationsrrelative to hospitality, comfort and

ir--tertainment of gu ts.
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'VI. ACADEMIC POLICIES

Grading System °.

1. The basic grading system'at Tech is as follows:

A - Excellent
B - Above average
C - Average

Lowest passing grade

Failure

W.- Withdrew. Officially.Withdr& within date specified on°

academic calendar; no credit Or penalty is attached to

a "W" grade. -

FI - Failure irregular
withdrawal.,,Given when a stwdent quits

attending class but does not withdraw officially.

I - Incomplete due to illness or unavoidable circumstances.

The Stuent has 6 weeks in the next semester (not count-

ing summer terms) to make"up anincomplete. The Committee

on Classification and Grades may upon petition by a student

during the six week period extend the make up period for a

reasonable time if extenuating circumstances seem to''

justify it. Whercturning in an I- grade, the instructor

must ottline requirements to complete course. An "I"

4becomes an "F" if not made up in .the specified time;-except-

in'courses (sich as Special Project's) when the department 0

chairman- certifies to the registrar that a longer time

must be granted. - .

Another group of non-credit courses are graded as follows:

P.- PaSs
17.- Failure

These include:

3-100, g-100, 13-100, 40100, 80-100 Fres hman Orientatio

40-205, 206, 2071 208, 209 co-op Work Experience,

,

No penalty is.giVen4for an V grade, in these courses.

The only credit course with P and F grades isi

6-499 Directed Teaching 6 firs.

Here, too, no penalty in deficit quality,points is given for an F.

85.
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. 'Graduation Requirements,..

80

The College, catalogue explicates graduation 1,4e-quirements.

Revisions to those requifemens would be reflected in the minutes of the

AcadeMic Council and can be seCured froth the Registrar's Office.

3. Quality Points*(including D/F Repeat Rule)
a.

a. Quality Point Calculations

Quality points are based on the following quality point values

for each semester hour of credit:

A = 4

B 3

' C = 2!.;

D = 1,

F = 0

I= 0"
F1 = 0

The,quality point average is computed on all work for which the

student haS registered with the following exceptions:

a. 'Courses with grades of "W"

b. Non-credit courses with "P" or "F" or Directed Teaching

with "P" or "F"

c. If a student earns a grade of "D" or "F" on any course

taken nolater than the semester or summer term during

which he attempts the sixtieth semester hour, and if

he repeats this course prior to the receipt of a

baccalaureate degree, the original grade 4- disregarded

and the grade or grades earned when the course

peated ale used in determining his grade point average.

All students, fOrMer and present, are eligible'for the

D/F repeat rule. .

b. Transfer to Engineering Technology
0.

Students in 4year'curricuIums atTech, or other Colleges may

transfer to Engineering.Technology with no, penalty for deficit quality

points. The student, if approved for transfer, is given credit only

for course's with "C" op better'grades that are required inbis new

prOgram.
°

I on academiO'probation'at'theptime of transfer, he remain

on probation until he has earned a 2.000 average in Technology. Gradua-

tion is based on.2.000 overall
average,attained while enrolled in

Engineering TeChnology.

8 6
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B. Probation and-Suspension

Should a s dent's quality point average fall ow.2.00, he would

need to earn xceSs quality points, with 1:A's" or " 's"tb bring his

average up, ,2.00.

If he were to have a deficit of eleven or more quality points, 4.
would be,autOmatically on academic probation and his class load wand

be reduced: 'T.f his deficit were to remain at eleven or more for one

lester, he would be suspended from the college. for one semester.

On , turning, hemust.continue to earn better than a 2.00 average or

his 171a, will' be dr6pped from the college rolls permanently. Students

on afladema rpbation require special advising as to course loads. and

tht !x-tent of tside activities.,

once 'pended, are not eligible to return teTech until

one full semester has passed. A second suspension results in a permanent

Suspension unless exception is granted by the Classification and"Grades

collintittee.

Class Withdrawal. Policy

At, The time mid-term grades are submitted an instructor may give a

7rride of "W" to a student who.has been abSent two consecutive weeks or

-)re.

A tudent±Withdrawing from any class from the beginning of the semester

,until foie weeks after The date designated in the academic calendar as

rrid -term wi receive the grade of "W".

Sttldents withdrawing from classes after the expiration Ofthe "W" period

will receive graded of "WP." or "WF". ("WP" if the student is passing the .

course at the time of the withdrawal; "WE" if the student is failing.)

A student receives a grade of "FI" fbr an irregular withdrawal without

permisr,1011't'ar 0

D. Cias Attendance-and Make-Up Exams

Each instructor is responsible for

ance and make-up exams which he should

he semester, preferably in writing..;

developing policies on class attend-

announce to his classes dearly in

Instructors should c ec their class lists and new admission slips

against their°students in the class during the first class period of the

Femester. This will help to prevent such mistakes as students being.in

. the wrong classes.
c

If an instructor notices that a student is contindally sent frOm a

cid he shoUld notify the AsSOciate Dean of Students.- ThiS-OffiCe can

"then -c. tact'tl'ie-studen in order.tb determine'if the. student has withdrawn.

i
....-J-,

rregul o14717The is d of personal' or academic 69unselin

. ,
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1. Institutional Excuses

Institutional excuses are given only for institutional ctivities

or absences authorized by the institution. Personal illness, f eral

attendance, etc. do riot fall under the rubriq pf institutional excuses:

All institutional excuses must be approved bythe appropriate

Academic Dean of the faculty member requesting excuses, except in the'

following instances:

a. Participants in intercollegiate events apptoved by the

Athletic Director, or

b. 'Other institutional excuses not covered above are to

be approved by the President.

It will be the responsibility of the student to present evidence

of an institutional excuse to the appropriate instructor if necessary.

The Registrar's Office-will distribute institutional excuses to

citudents upon their request. 1-hc Registrar's Office also will maintain

annual files of institutional excuses.

: Al h the student having an institutional excuse is responsible

for assignme s, notices and material covered in a class for which an in-'

stitutional e e is issued, he may not 'be'Penalized for the absence.

:This includes the right of the student to a make-up of quizz.s.or exams

Which would'affect the student's grade..

It is the student's responsibility to deliver an institutional

. excuse to the instructor if needed in order to avoid a penalty.
---

The above policy was approved by the Academic Deans Coun -I on

February 13, 1975.
o

S. Submitting and Changing Grades

At the end of each semester, grades are submittedalong with &Ties

of the class list and .the grade cards of each member of the class. 'These

formS are sent.to the office ce-the Director of Admissions and Registrar.

If acuity member wises to Change the grade of a student he must,

.fill out a' which may be secured from the Office of the Registrar and

which he submits to the sam office.' This form must be signed by, the

instructor and De of the School. Final decisions on grade changes- are

made by the Committ e on Classification and Grades.

F.
r

Final_Examinations 4

The structure of the final examination schedule facilitates an exami-,

nation of greater depth than could be given, in the standard one hour period..

The existence of a final examination schedule,, however, does not make it

mandatory for an instructor to give an,examination during the period. It

is'mandatory, however, that' all classes scheduled durin e final exami-

nation week meet according'-co the schedule with full culty-nastUdent

attendance.
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An instructor may exercise his option of not giving a final examination

during the scheduled period, provided that all of the following conditions

are met:

(a) A written request with reasons is submitted to the chairman

under whose jurisdiction the course falls, and a waiver of

examination is approved.

(0) No comprehensive examination covering the entire course is

to be scheduled, during the final lecture week except upon

prior written approval of the chairman and Dean of the

School.

(c) The period designated on the schedule for a final exami-

.natiOn must be utilized as a regular teaching period.

In the event a student is scheduled for four examinations in a single,

day, the Dean of his school will arrange an altered scheduled. No admin-

istrative arrangements are made in the event a student has three exami-

nation, though a faculty memberinay allow a student to take a final at an

,alternate time tolmitigdte such a load.

Grade Appeals

The procedure describedibelow haS. been adoptel by the Faculty

Assembly in the event a student wants to appeal a grade which he feels

is unjust.

In the case of a dispute over an hourly examination or any grade

of importance, the student must see the faculty member involved

immediately. If the dispute is over a final exarriination grade or a

final grade, the student must see the faculty member within two weeks

after the next term begins.

If he is not satisfied with the faculty member's decision, he is

arected to make an appeal to the Dean of hid School,-stating his

grievance or gi.ievances in writing.

Within two weeks after receiving the grievance or grievances in

writing, the Dean will bring together the student, the faculty member

involved, and the faculty member's chairman for a hearing on the appeal.

If the student desires, he-may be represented at the hearing by a

faculty member or a student of his choice.

If the student is not satisfied with the results of this hearing,

he may within two weeks appeal his case in writing,to'cthe chairman of

the Grades Review Committee. oThe Grades Review CoMmittee must meet

and decide on the case within three weeks after the student has made

his written appeal.

The Grades Review Committee will be composed of two faculty

members elected by the Faculty Assembly in accordance with the Faculty
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Constitution, and two students elected by the student senate inaccord-

ance with the Student Constitution. The committee will elect its own

chairman.

Once a written appeal is made to the committee by a student, the

committee will appoint a faculty memb r from the same area of study;

or from an associated field, in which he dispute is involved in order

to assist in judging the case and to vote with the members,of the

committee. ,/

In case a member of the Grades Review,Committee is in slv,pd/in

such a dispute, he.will disquRlify himself, and the committe will

appoint another individual to take his place.

Both'student and faculty members of the comMitt

the authority, to determine whether an academic-
"prejudicial or capricious" and to recommend a
liCwever,.only the faculty members of the C
authority. to determine what the new grade,shalf

shall have
tion was

grade.

1 have the

The committee's decision is

H. Confidentiality of Student Rp

di by the President.

Tech subscribes to the American Council on Education's statement

on the confidentiality of student-records: That statement reads:
4

"The maintenance of student records of all kinds, but

especially those,bearing on matter of belief and .

afar tion, inevitably creates a highly personal and

confiden relationship. The mutual trust that this

relationship implies is deeply involved in the edUca-

tional p ess. Colleges acquire tram students and .

other so s"a great deal of private information. about

their enrollees -f0 the basic purpose-of facilitating

their development as educated persons. This purpose

is contravened when the mater al it made available to

investigatory bodies without the student's permission.

Thus, although a student may not require that his

record be withdrawn, impropeky altered, or destroyed,

he may appropriately expect his institution to release

information about him only with his knowledge and

consent. Without that consent, only irresistible legal

compulsion justifies a college's indicating anything

more about a student than his name, dates of registered

attendance, the nature of any degrees granted, and the

dates on which degrees were conferred."
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In implementing this statement, Tech has &Pied its own-policies

expressed in the dOcument, "Release of Informat n about Students at

West Virginia Institute of Technology. copies o the policy can be

secured from the Registrar's"Office.

91
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VII. FISCAL INFORMATION

A. The Budgef-Peparation Process

Departmenta budget requests wi I be asked for during the spring,

shortly before he adjournment o t e Legislature, for the fiscal year

beginning on th next July 1.. airman should submit his. budget

requests to the'bean of his Sch

Each "asking budget" should be realistic and should include an

estimate of needs in these areas:

1. Student assistants
Q. Instructional supplies
3. Itemized list of new equipment (both.

education And office) with justification
for each item.

4. Repair of equipment,
5. Travel requirements

,'he Legislature must complete its action[ on appropriations 'and the

Board of Regents must allocate funds to 'Tech before the institution can

Make its allttthents to the various spending mss. The Dean will then

meet.with his chairmen,to review needs in light 75'actuAl bugietary

,allotments. Subsequently,. the Deans, the Business Managr, and the

President will meet to determine actual allotments. Thek,allotments

are reflected in statements issued by the Business Office.

B. Travel

,

1. Alkthorizat ion -.

Application forms for requesting authorization to travel at Stye(---

expense may be secured from the Chairman, who may. in thedi from

the Supply Room in the-Maintenance Building. The application must first

be approved by the Chairman, then submitted o the appropriate Dean'with

a statement concerning provisions for meeting any classes which may be

missed during the absence. If-these arrangements meet with the approval

of the Dean, the request goes to the Business Office to make certain that

Ls are available), and is then submitted to the College President for

final royal.

.Reql sts for out-of-state travel. require prior approval,by the

Governor; his usually takes about two weeks. There is a special form

for this quest on which justification for the travel/is requjred.

In -sta travel does not require-prior approval from Charleston: No,

travel outside of the United States authorized for payment. from

State funds. Requests for out-of-state travel must be sub 'Lied at least

fourteen days prior to the date the trip into begin.' To be assured of

d.'
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reimbursement, approval from the Governor needs to be obtained before

leaving Montgomery. Copies of detailed regulations concerning
out-of-state travel are available in the Business Office.

The following points should be covered inSourjustificatioh:

(a) In detail the number of persons desiring td4make the

trip (ifa.pplicable).

(b) A statement as to what,benefit the state of West

Virginia and or the college or university, will

derive from-attendance at such meeting'.
.

(c) A statement as to whether or not the person or

persons attending such meeting will take .'Part

in-the program or programs presented.

(d) A statement as to whether the meeting is an
association meeting in which the college or'

university holds membership, and iepbt
reasons supporting attendande. *-'14

Applications for reimbursable travel expense.modSt be presented to

the President at least one week prior to the date pf-"travel if the trip

is ir-state, and two weeks in advance for out-of-state travel.

2. General Rules

The State does not. generally advance money for trips'on college
,

business except for travel by athletib teams and large groupS, such as-'

the. band or choral.-. All individuals should pay their own expenses and

.0..... claim reimbursement later by submission of notarized expense accounts.

Each account is carefully scrutinized by the State Aaditor who is

charged, with the responsibility of requiring that travel be made in the

most expeditious'and economical manner and that the expense of hotel.

accommod4ior,S be kept'as low as possible.
m,

.-7

\.\\ /

The;-extent of college travel is limited by the annual'state.budget.

An applicant, who might otherwise qualifyfor'traye4 may have his request-

denied because sufficient funds are not available.

Faculty and.staff-members,.whose.recidests mee with the approval

of the 'dent), may travel at state expensefor the following purposes:
0 ,..

''.(1),Brofessional keting, s-(Conferende, and cdnventionsconventions;;

(2) High school visitations as part- of the college/

guidance .program;

(3) Speaking engagement`;

(4) Other necessary purposet:

c
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3. Transportation

a. Common Carrier: The amount approved for staff travel at expense

will be based.on the use o sting Common carriers. This means that

!transportation costs usually will be based on the round trip fare by air,

railroad-coadh or bus.

b.7State-Owned Vehicles. When public tranSportation is inadvisable

a college automobile maybe aSsigned. The use of a college car'is normally

restricted to short trips unless several staff members are making a trip

together. The State provides-gas and oil, -overnight storage,.parking meter

fees, turnpike toll charges, ferriage, and bridge tolls/ Except for

parking meter fees, receipts must be secured.

c. Privately-Owned Vehicles. The use of privp.te cars will be

approved only when state-owned' vehicles are not available. The maximum

mileage allowance. for use of aprivately-owned vehicle engaged in State

business is (11) eleven cents a mile, which also covers the cost of park-

ing and garage fees. Toll bridge and turnpike charges may be included.

as an additional item. If a staff member ChooseS to use his own car, the

amount approved for transportatioriby railroad or bus may be applied

toward his car expenses.

Ifan out-of-state trip is-made. by private automobile, reimburse-

ment is 'limited to°an amount equal to coach passenger service%on-trips

where;common carrier. will take the traveler:to-his complete destination,.

unless two or more Tech ersonnel are transported.' Then eleven cents a

mile will be approved.

4. Subsistence lowance wa

All personraVeling on State business will be

unt equal t their actual hotegi. bill (excluding radio,

and .valet ch s)While abse from their official

d for Note rooms mustbe submitted.

ement for hotel expenses shall

cas s of doUblp, occupancy;

occupancy rate. .Prior

---flodging at the

A. Lodgin
.reimbused in
television, law%
stations. kreceipt for the um_amo i- p

with the original expense account. Re

,not be made for employee's spouse. In

hotel reimbursemen will be on the basis of s

approval by the Govern I stOffiee must be obtain

Greenbrier Hotel.
---

B. Meals - Reimbursement will be ma s,,,,fQx actual cost of meals

while absent from official statiori/lo a taximum'amount of $9.00 per day

for travel within the State of West Virginia. Said maxim allowance

shall not be arrived atby average of days, but a flurely day by day

maximum per diem. Reimbursement will be made for actual costs of meals

incurred while traveling without the 'State, to. a maximum of $15.00 per

day.

94
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C. Registration Fees - Registration fees° at.conv

supported by receipts and are limited to .$50 for each of

unless prior approval is granted by the Governorls Offiqe.

shall-reimbursement be made for total expenses of traveling cithout the

State' in excess of $45 per day, excluding mileage and transportation'

costs, except with prior written approval ,ofthe Governor.

89

ions must be
cpnventione

tic, case

5. .Filing Expense, Accounts.

Forms for submitting expense accounts are available fro Citairman,

who in turn may obtain them from the Supply Room. The BusineS Manager'

will require three copies for each claim submitted. Within five days

after an authorized trip has been rciMpleted, the staff member should file

with the Business Office:

,
(1) The original approved travel request ,

(2) Three notarized copies of "Traveling Expense, Account."

Out-of-state travel requireS a different. forYnthan is

used for in-State,travel.

--;'(3) All receipts such as lodging, overnight storage of car,

turnpike tolls, registration fek,-and all other
expenSes except the staff members own' meals and mileage

if personal car is authorized.

Each expense accoun
list in detail a/1 expendi
sepallately Reimbursement

an other personal charges

must show the purpose of, the trip and must

ores, with hotel bills and each meal shown

'tips, gratuitiesaun , entertainment,
. '

wi 1 not be "allowed.

Reimbursement usually re2luires,twompeks,

6. Usd'of'State-Owned Vehiclea

0

'a, Requests for Use.' College-owned vehicles may, be used for any.

legitimate collegeJUnction, provided 'that the rules governing their use

and operation are fully met. ApprOval of the Governor is-required for

the use of any -State -owned vehicle. Outside of "the State.

. \

Requests for -the use of vehicles should be -filed.0 least 24

hours in, advance of the projected use Application forts for the use of

college cars may be obtained in the,BusineSs Office. The completed form,

must bereturned to the office of is'sue for approval and assignment of

a vehicle, if one is available.

Faculty members who have need for the use a?. a college truck

shouldmpke arrangements. with. the ,Business Office for a truck and driver.
A
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b. Report Forms. When the driver calls for the-car keys eport

foriti on the use of the vehicle will be issued, also a national c dit'card
..

if needed. Upon completion of, the trip, the keys, ciedit card, completed .

form,-and any tickets for the Nrchase'of gasoline or other materials in

connection with the operation ofthe vehicle are to be returned promptly.

. c. Gasoline Purchases. If itis "parent that the fuel in the gas

--tank is" low,thetank should be fille "efore leaving Mo4tgomery.- Such

purchases should be made at the Sta Department of Highway's Station

which is'located on U.S. 'Route 60 abbut two miles west of Montgomery.

Whenever pe ssi.ble,, while on a trip, gasshould be purchased,ata.

suite road garage. The'sVings-rto,the college, in State and Federal taxes,

are;cons,iderable." Order -forms f purchasesurchases 'at state road garages, are.

present in each car-or may be obtained from the:Business Office.
.

,d. RegulatiOns Governing Use of Vehicles -s

(1) The driver of any vehicle'must hold a currently

'valid West Virginia operator's liCense and must

be a paid employee of Xhed011ege...

(2) Persons who have no official connection with,,,,the.

-college;either'as employees, regittered students,

or faculty meMbers, may not be transported ink.

college cars.

(3) College cars ape available only for official college

business.- .Thq,are not usable by or for student

orgdnizatioM.

With the approval of the President, c011egc cars

may be used by factilly members for essential college.

function A- staff member must be in the cAr at all

times while the car is in use. The staff member is

responsible for seeing that'proper caution is

exercised in driving and' care Of the car.

.(4) Vehicles operated. by students 'are vioTating*the

conditions of insurance policiels; in this event

the staff member making the request bedomes

personally,responsible for the Vehicle and its

safe ceratiaon.

(5) Enrolled tudents whose presence in a state'vehicle

is direc ly related to their educatibnal program'ior,

work assignment are covered by the institu

insurance coverage.

a



C. Purchaset .

1. General Regulations

Faculty and staff who are in need of
submit their requests to their Chairman who
purchase requisition, will be honored unless
in the Departmental or Divisional 15dger.

;o materials, supplies,'oi4 equipment may be purchased by an

and 'charged to the college.

materials or supplies should
will process the request. No
adequate funds are available,

2. Catalogues

Business Office mairlyans a file of catajogues on eqapmept and
.:-)?1cs whiCh are available to faculty and staff:-

The library also has several references of value in ordering:
(1) nor' Register; (2) aweet-'s File; (3) Chemical Engineering
Catalogue; (1) The Procesg Industries' CatAlogue.'

)rdering Ega ht and Supp,lieS
,

.

a. All purchase requests must be submitted on a special o&r fotm
.

"ReTrtisitions for, Supplies" whic% are dvailable from the Chairman, who
may in turn obtain them from the Supply Room (MaintenanceBuilding).

b. Requests for equipment, for
alterations ShoUld be sub.i.litted bh- et ara

the:t three categories are paid from

,
c. Write requisitions so'they can

item, indicate: quantity desired;cole,
e_r-timated cost; and at least three swg

.

,plies, and for repair and
e/Sheets betause items -ih

.

to accounts.

r
easily undealstood.- or each,,

"description and specifications;.
.tet vendors, if possible. All

r.--1,:isitions are subject to comp,.:tiltDe tidding; therefore, it is imperan

tiv:--that specifications describe accurately the item desired. A trade

flame or catalogue number is not.encugh description. Describe carefully

in terms crconstruction or function. You may add, 'at the end-of the

.deseription, the words: Must be equal in all respects to

(Trade or name S model noilber)

.d. 41.1)e original requisition should'be submitted tO°-Ehe Comptroller;

e carbon shdad be kept in the Chairman's files.

'i'tle 'official reauisition for your order will be. written by the

fice; then. appro0 ved 'by -the President. After the requisition

sinO'S Office, an:rAditional two or four weeks or longer
.reqUired-for processing by the State Division of Purchases,

tually been placed,- you will receive a copy .of the

;le of the Vri8or, the actual' cost, and the

est_ mated delivery date;
e
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C. Purchases

' 1. General Regulations

Faculty and staff who are in peed of
submiAtheir requests to their Chairman who
purchase requisition will be honored unless
in the Departmental or Divisional budget.,

,91

materials or supplies should
will prpess therequest. No

adequat funds are available .

No materials, supplies, or equipment mhy be purchased by an
individual and charged to the college.

Catalogues

The Business Offide maintains a file of catalogues on equipment and
ttippIes which are available to faculty and staff.

%
The-library also has several refer4nces of valuA in ordering:'

(1) omas' Register; (2) ,Sweet's File; (3) Chemical Engineering
Catalogue; (4) The Process Industries' Catalogue.

3. Ordering .Equipment and SupplieS.

.
,.,

a. All purchase requests must be submitted on a special order foe

"Requisitions foil Supplies" which are available from the Chairman, who
rnra.ydlntulTn obtain them from the Supply R ..- '%intenance Building).

, b. Requests for equipment, for supplip, d for repairs and

alterations should be submitted on separate shee because items in

thee three categories are paid from separ te act° I ts. .

c. Write requisitions so they can be easily understood. For each

item, indicate: quantity desiredccomplete description and specifications;
estimated cost; and at least three suggested vendors, if possible. All

requisitions are subject to competitive bidding; therefore, it is impera-
tive that specifications describe accurately. the item desired. A trade

name or catalogue number iS.not enough description. Describe carefully
'in terms of' construction or function. You may add, at the end of the

description, the words: Must be equal in all respects to-

(Trade or manufacturer's name a model number)

d. The original requisition should be submitted to'the Comptroller;
e carbon, should be kept in the Chairman's files.

The official requisition for your. order will be itten by the

fice,'then approved by the President. After the requisition

siness Office, an additional two or four weeks longer

quired-for processing by the State Division Purchases.

ally been placed, you will receive a co.y of the
of the vendor, the actual cost, and the

9
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f. Upon receipt of the equipment or supplies, a,notation of the

delivery date should be made and the shipment should be checked against

the purchase order.

Any breakage, shortage, unacceptable subStitutions, Or errors

in filling the:order must be reported to the Business Office at once.

g. When the invoice is received it should be checked against -the

receiving record,indicated in .item "f" above and if correct, it should

.be signed by the Chairman and promptly forwarded to the Business Office

fir ',,ayment so that no discounts will be lost because of undue delay.

h. Records of incomingliShipments should be retained for inventory

P. and Alterations

All requests for repairs and maintenance must be submitted in writing

on blanks provided for this purpose by,the Superintendent .of Buildings

,:nd Grounds. No alterations to any college building,' including both ex-

t rior and interior walls, are permitted without'prior approval from the

President.

Requests for maintenance and repairs involving faculty housing units

shouldbe submitted.directly to the Superintendent of Buildings and

Crounds.

Requests for alterations and repairs in classroom and offices should

he channeled through the 'Chairman. These requests must be, in writing on

regular job order forms. In,an eme gency, call the'BUsiness Office and

give the information by telephone.

Complaints regarding janitorial service or employees should be

dirocted to the Superintendent of Buildings and Grounds.

Please cooperate insofar as-possible by keeping your classroom neat

and clean. Turn out lights when room_is,not in tase. Close windows after

your last class.

Faculty members should lock office doors at all times when they are

. not in-their-offices. This applies especially, to those who must share

offices. Upon leaving his office for the day, the faculty member should

also close all windows.

P. Inventories

Inventory Control

The State of West Virginia requires each department or division to

maintain adequate records for all equipment and supplies assigned and in-

ventories to it. .Equipment already on hand has previously been tagged and

given a State inventory number. As additionel,equipment is. purchased,

98



inventory numbers will be assigned and State tags affixed by Inventory

Control.

An annual inventory of all equipment is required.

2. Responsibility for Equipment

93

i

CS7--

Each department or division is responsible for equipment listed

DeitS...inventOry. No°equipment may bl destroyed, discarded, sold, or

traded-in until apprOval by the StateInventory Control Office has been

secured. This includes library bookstand materials. All such requests

must first be submitted to the Business Office.

. Transfer of Equipment

To:transfer equipment from one building to amther, or fiom one

department to another, permissioWmust be obtained from the Business

Office and the proper forms must be filled out.,

. 1

,

If a tag becomes lost, notify the Business OffiCe, giving the

number of the lost tag, and a duplicaV will be secured,
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